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ABSTRACT . 

This manual presents guidelines for planning, 
monitoring, and controlling the development and operation of 
TOlunteer assistance programs. The materials Included address 
questions related to both the process of establishing a volunteer 
program and the administration of a volunteer management system. Th^ 
manual is not intended to provide a blueprint fot establishing a 
specific volunteer program, but rather to offer a compilation of 
methods and materials that can be adapted to the differing 
circumstances and needs of individual school systems. Various 
sections of the manual offer an overview of the volunteer services 
system, discuss the administration of the overall volunteer services 
system and the management of different volunteer services subsystems, 
and desCTibe models for the operation of the volunte^t services 
system. The appendix offers guidelines for developing volunteer job 
descriptions and presents sample forms for training and monitoring 
volunteer personnel. (Author/J6) 
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The parpose of utilizing the services of school volunteers 
is to make it possible for the certificated personnel to 
use their skills and training more effectively. The school 
volunteer cannot replace the classroom teacher, but the 
varied services performed by the volunteer under the direc- 
tion and supervision of a certificated person can greatly 
enrich the learning Experiences available to students. When 
the need for additional assistance exists, the effective use 
of volunteer, help can address this need in ^ highly satis- 
factory way. 

Clarifying the role of the volunteer is an essential pre-y 
requisite to seeking volunteer assistance. The line that 
separates the certificated person from the school volunteer 
can best be drawn by considering the following precepts: 

Diagnosing of student needs is a professional task. 
Prescribing instruction programs is a professional 
task. 

Selecting appropriate materials is a professional 
task . , 

Prcncnting or teaching content is a p3fofes'sional 
ta|k. 

Counseling with students is a professional task. 
Evaluating student progress and achievement is a 
professional task. 

Initiating . determining the v.'hy, the how, the where 
and the when of curriculum are professional tasks. 

The teacher, therefore, is the decision-maker for the 
implementation of the educational program: school vol- 
unteers only do those things they are directed to do. 
The service offered must depend on the volunteer's skills, 
abilities, training, interest and time. The more capable 
and v;illing the volunteer, the more involved and varied 
the services can be. However, the tasks generally 
assigned to volunteers fall into the following categories: 

Instructional Services which provide valuable 
reen for cement or practice learning time for 
individual students. 

Classroom Afsaintance which .provides general 
supportive services performed while assisting 
the teacher with classroom chores, preparing 
materials and/or reports, or supervising or plan- ' 
ning special programs or presentations. 



Special Services which provide additional programs or 
services such; as maintaining a library or health room 
that supplement or enrich classroom experiences. 
Monito3fina Services which free valuable teaching time 
or increase the amount of supervision .by employing 
volunteer personnel. 

Therefore, since the certificated personnel and the school 
Volunteer occupy different positions which can be described 
in behavioral terms, confusion over '^role definition" and 
the limitations affecting the school volunteer should not be * 
a problem. Utilizing volunteer assistance has great* 
potential for positively influencing the quality of educa- 
tion schbols offer students. To effectively use the services 
of volunteers, however, does require some attention be given 
to the system or plan employed to manage a corps of working 
volunte6rs. The type of management system selected to 
accomplish this task depends upon a number of factors 
including educational needs appropriate for volunteer 
involvement, the size of the school system, the staff 
available to work with volunteers, the number of volunteers 
needed to accomplip specific goals, and the number of 
volunteers available. ' 

The purpose of this manual is to present generalizable 
•guidelines for planning, monitoring and controlling the ^ 
'development and operation of volunteer assistance programs. 
The materials included address questions related to both 
the process for establishing a volunteer program and the 
administration of a volunteer management system. 

It is not the intent of this manual to provide a blueprint 
for establishing a volunteer program specific to each 
school system desiring one but instead to offer a compre- 
hensive compilation of methods and materials which can be * 
adapted to the particular administrative situation and the 
volunteer needs of individual school systems. 



A management system cannot be defined: it 
can only be discussed in terms of the 
processes and materials of its subsystems. ^ 
This manual addresses the subsystems and 
their operations in generalizable and 
adaptable models. Management system processes 
and materials* utilized must, therefore, be 
applied to specific situations. 
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VOLUHTEER SERVICES SYSTEM 



Over the years a theme common to many school volunteer 
programs has been the rapid grovth in numbers of volunteers* 
The job of coordinating volunteers by a single individual 
became impossible. More staff - both volunteer and paid - 
to manage the various operations became necessary. Although 
this reduced the problems momentarily, something else besides 
more labor became necessary. 

This ••something else" is the understanding and use of 
processes and procedures. In essence, each school volun-^ 
teer program malces its own decision as to vhat volunteer 
programs will exist, related to student needs. How these 
programs are developed, who is responsible for the develop-- 
ment, how the programs are implemented, when and how they 
are implemented depend on processes and procedures employed. 

The understanding of both the content (what) and the 
processes (who, when, v/hy, hew) necessary for handling 
large numbers of volunteers is the basis for a volunteer 
pervicea system. 

A major operational system such as a volunteer services 
system is made up of subsystems and is comprised of many 
groups, all of which operate within the organization under - 
certain guidelines. This section addresses itself to a 
general voluntee? services system, its components and its 
organization guidelines. 
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A) tmPERSTAKDTMG TUB SYSTEM 

Ideally, a volunteer services system is made up of three 

subsysteasJ ' ^ . 

the Central Office Volunteer Programs Operations 
the Central Office Volunteer Personnel Operations 
the Building LeVol Operation 

The Central Office Volunteer Programs are developed ac- 
cording to assessed needs of students and ^re applicable 
to all schools in the school system. The Central Office 
Volunteer Personnel Operations houses the records and 
statistics, conducts the personal interviews and places 
volunteers. 'Xhe Building Level Operations conducts the 
initial entry of the volunteer services system into a 
school wishing to use Volunteers, the development of pro- 
grams res^ccJive to individual school needs, recruitment 
Of volunteers at the local level, the training of staff in 
the use of volunteers. Although the jobs are specific for 
each, these ttiree subsystems touch at many points of 
operation and are totally dependent upon one another. 

To coordinate these subsystems a larger framcworlc of 
planning, monitoring and controlling the entire system 
. i6 necessary. This is graphically portrayed below: 



r Planning* 



Keeds 

Assesement On-Going- 

Monitoring 



Pinal ^ 
^Appraisal^ . 

The administration of such a fluid system' is represented 
here as a circle to indicate the "«ver-ending process of 
both long and short-range, general and specific planning, 
the on-going, continuous process of monitoring every _ 
operation withi.i the system, the end-of-the-year appraisal 
of what has occurred, the assessment of what new or 
modified needs cxifct as based on the monitoring and 
appraisal data and so on around the circle. 

Developing the built^-in feedback systems within the entire 
volunteer services system thus becomes mandatory for 
continual renewal and reorganization. Decisions are based 
m observed and recorded data. Modifications of volunteer 
program content or system processes are done logically. 

10 
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An ideal system for mnnciging the services of large numbers 
of volunteers included five individual component parts. 
Ce^^ending upon tlie size of the school system, the number 
of volunteers and the degree of financial support available 
to the volunteer services system, these components can be 
appropriated, coi^^bineiS to meet local standards. 

School System 

Obvipusly, there must be a school system in which to 
operate. 'iShe system, however, may^be metropolitan, 
urban, suburban or a single schpol. This manual 
was developed within the framework of a large, urban 
school system. It should be, however, generalizable 
enough to be adaptable to other systems as well. 

Central Office ef _yoluntc>e r Services 
In any school system, there should be a coordinator of 
volunteer activities who has the responsibility for 
decision-making activities and for statistical reports. 
Without this hierarchial coDrdination there is no vol- 
unteer system. Specifically, a coordinator 's- responsi- 
bilities include: ^ 

-Vhe coordination of the entire volunteer system 

within the total school system. ' ^ 

-The development, organis^ation, operation, direction 

and evaluation of programs and services involving 

voluntary citizen participation. 
-The reporting of factual information and appropriate 

specific recommendations to the school system and 

to the advisory council for their deliberations. 

yoluntcosf Sev'vj| |y H Myi<iorv Counni 1 

The CDordinator q£ all volunteer activities should have 
a group of individuail^ representing both the school and 
the community, (the ^i^unteers and the users of volunteers* 
organizations and businesses) to give advice and to provide 
a meeting ground for the representatives to recommend 
program modifications. This is also the ideal body to 
provide assistance in resource recruitment and in program 
'devclDpmeni;. * To help service the needs of the central 
volunteer programs, the Advisory Council should be 
encouraged to create appropriate working committees: to 
assist in the areas such as public awareness, personnel, 
orientation, recognition, policies and procedures* etc. 

Centra T_Volitnt *^c>'Prprrrnms 

These volunteer programs address the top priority needs 
of students throughout the school system that can be met 
by the use o£ volunteer services.*^ These programs are 
available to all sshools in the system upon request. 
They are administered by volunteers under the direction 
of tlte coordinator. 

School Vailunteer ^rniirnmM 

If the professional staff in a school decides to utiliise 
the services of volunteers and to follow the guidelines 
and procedures pr<r^rcribed, then their school becomes part 
of the school volunteer program. This decision entitles 
the school to the services of the central volunteer programs 
and to the necessnry consultation and assistance in 
developing programs and procedures unique to the needs 
of that school* * 
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Each school system and its structure varies as does a vol-- 
uttteer program/ its structure and placement within the 
school system* Below* is a representative organization chart 
depicting the placement of Volunteer Services under the 
Human Relations/Community Services arm of the*0ivision of 
Administration. This chart further delineates the components 
of the system described in the previous sedtion by identi- 
fying specific titles and job placement* 
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The chsrt describes the ideal relationship of the Advisory 
Grotip to the Coordinator of Volunteer Services, of the 
tliree major areas of operation within the system: Central 
Office Volunteer Programs, Central Office Personnel Manage- 
ment, Building Ltevel Operations, and of the connection 
between the Central Of fice t>perations and the Building 
Level Operation via- the Area CoorSihatots. 

Just as the organization chart is a model to be adapted to 
.local" specifications, the job responsibilities are also 

models for adaptation. 

.» 

Obviously, for each box represented oh an organization 
chart, a job description should, be written that, includes ' . 
the type of work, the lines of responsibility, ^e duties 
of the job* and the desirable qualifications for air paid- 
and volunteer positions. Examples of job descriptions that 
follow the previous organization chart can be f ound- in the 
appendix, including a generalizable job description for a 
school volunteer. , 

In the next section tinder "Scope of Volunteer Services", ; 
a listing of the type of volunteer activities is categorized 
under four main headings. . Having specific job descriptions 
for each type of volunteer service would answer a number 
of concerns. . - 

Within the job description of a single volunteer service* 
there are a number, of varied tasks a volunteer can perform. 
Having a detailed listing of those tasks within a. service 
provides the volunteer the opportunity to chose all or only 
some, of the tasks the volunteer is willing to do. ^ 

Thi-s breakdown' in volunteer job descriptions affords those 
- monitoring volunteer services, including the volunteer 
himself, the opportunity to view if the volunteer- is doing 
the jolb as described or if the volunteer is being given 
the ojpportunity .to perform the job as written. It provides 
both the volunteer and the professional in charge a common 
base ^for understanding what the volunteer is to do. 



GUIDELIKBS FOR THE SYSTEM 

Also ne^ssary for an ideal volunteer services system are 
guidelines under which all subsystems, -components of these 
sybsy stems and staff involved may operate. The policies, 
purpose, goals, objectives, criteria and scope of work that 
follow are*gener^li2able e^xamples of ideal gujLdelines, some 
of which must be adapted to the specific school system. 
All of the statements below are contingent upon the local 
Board of Education Resolutions concerning volunteer operation 

Policies 

-Volunteer services must operate within the policy and 
constraints of * the school system it serves . 
-\2Dlunteer services must be responsive to the needs of ' 
students as identified by the professional school staff. 
-Volunteer services are supplemental to and complementary 
of the duties of the professional school staff. 
-Volunteer status is offered to those- persons meeting the 
following requirements J 
-a completed application 
-a negative prognosis TB test 
*-a "personal interview 

-pre-service orientation and training attendance 
-local school requirements 
-Volunteer services and the acceptance, direction and 
termination thereof depend on the decisions of the school 
administrator. 
-Volunteer services are available to those individual 
schools which need and desire them and which wish to work 
cooperatively with the volunteer services system. 

Purpose V 
To'^provide volunteer services that contribute positively 
to the total learning experiences of children as requested 
by the professional school staff. 

Goals 

Education of Students 
-To inci-ease children's motivation for: learning 

through the personal attention of volunteers. 
-To supplement and enrich children's experiences 
beyond what is normally available in fBchools 
. through the talents and resources contyibuted,| 
^ by volunteers. " * * . 



-To enable teachers to devote more time to individual 

and professional instruction. 
-To reinforce skills taught in the classroom. 

School-Community Relations 
-To strengthen school-community relations through 

positive participation for tT?e common purpose o£ 

educating children. 
-To build a better understanding of school needs and 

problems among citizens, thus stimulating widespread 

involvement in and support of the total educational 

process* 

-To provide an opportunity for parents and other 
interested community members to participate 
effectively in a school program. 

Organization of Volunteer Services 
-To provide positive leadership affecting future 

trends and roles of volunteers in education. 
-To develop a system in vhich volunteers are recruited, 

trained and placed at the request of the professional 

staff* 

Obi actives 

It is not within the scope or intent of this manual to 
delineate specific objectives for volunteer services 
operating in a school system. However, precise identifica- 
tic^n of measurable objectives is essential to facilitate ai 
evaluation process geared to a comparison of data and 
objectives. 

Criteria , * * 

Once precise and measurable objectives are delineated, 
criteria should be established in order to determine^ 
whether or not the objectives are being met. Criteria 
can be expressed in both negative and positive terms and 
should be prioritized. 

Scone of Volunteel: Services , 

Instructional 
-Helping to orient new students to the schoo^. 
-^Assisting with one-tp-one help for individual students 
^•Share experience or expertise in a subject with 

students (community resources) * 

IS 



•Helping to provide meaningful educational 
experiences outside the school (field trips) . 
•Assisting with programs relating to cultural 
patterns and intercultural relations ♦ 
•Assisting jLjnt co-curricular programs and club 
activities* 

•Assisting in school programs in music, art^ 

dance or dramatics, 

•Assisting in assembly programs, 

•Reading stories to class or group of children. 

Classroom Assistance 

Assisting with classroom chores 
-maintaining general appearance of the room 

(housekeeping) , 
-distributing books and supplies* \ 
-supervising seat work, 
-putting work on the board, 
-collecting lunch and milk money., 
-helping with inventories of bopks and supplies 
-assisting with decorating the room, bulletin 

boards and hall cases, 
-obtaining designated materials for class units 

t^reparirig materials recruested by staff 
-setting up classroom materials (science 

table, etc.) . 
-making posters , 

-compiling a picture file for classroom use * 
-arranging interesting study areas such as 

reading area, sciej^ce corner, etc^ 
-arranging instructional materials for lessons . 

Providing clerical assistance 
-alphabetizing, filing, typing and duplicating 
materials, 

-grading of objective type tests. ' 
-averaging and recording marks, 
-requisitioning supplies, 
-^keeping attendance records, 
-^writing for free materials* 
^keeping records of books students have read, 
-preparing seating plans, 
--maintaining a file of representative work 
of each pupil, ^ ' 

16 
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Assisting with classroom enrichment or special 
events 

-^ssisting with homeroom programs and actiM^ties* 

-assisting with open house or other special 
event' programs. 

-helping with arts, crafts, music, physical 
education or dancing » 

-^ssisting with presentations involving audio- 
visual equipment. 

-assisting with organizsing or collecting 

audio-visual material, 
-assisting with supervision of bus boarding, 

field tripsv neighborhood walks, etc. 

Special Services 

-Helping to provide counseling to individual students 
in non-crisis oriented areas, such as career guid- 
ance, educational motivation, or personal awareness. 

-assisting the school nurse in providing the school 
vith a supervised office, in maintaining student 
health record files, in offering first aid, vision 
, tests, etc* * 

-Assisting with library operation during the school 
day, during the luhch hour or before or after schools— ^ 

Monitorina Activities 
-Assisting with playground activities • 
Assisting with lunchroom activities* 
Assisting with special projects tart aprpns, 
drop clothSr mixing paints, etc»). 
'Assisting with coats, overshoes ^ etc. 
Assisting with bus boarding, field trips ^ 
heighborhood walks ^ etc. 
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COORDINATING THE SYSTEM 

'Within any system, there is a hierarchy of resprbnsibilities 
or functions. The administrative function in/:ludes making 
decisions for the whole system based on souryS informational 
feedback, making assignments and delegating' responsibilit;^. 
The managerial function includes receiving^ the respbnsibilitii 
assigned by 4±ifi administrators and coord^ating the accom- 
plishment of the assignments* The third/ function is the 
actual job 6f completin^^jtW assignmenjsr or task* 

Again, depending upon the individual school system and 
volunteer office staff involved,' the assignment of these 
functions vary tremendously. In one school system, the 
volunteer coordinator may decide what is to be done, manage 
the various jobs and play an active role in actually doing 
the designated tasks. In another, the coordinator may 
administer and be a manager in one field of activity but 
assign management responsibility in a different area* For 
example, referring to the Organization Chart, the coordinator 
is the administrator and also the manager of the Central 
Office Volunteer Personnel, yet has two assistants that 
manage the Building Level peratibns and Central Of f ice 
Volunteer Program activities. The possible administrative 
combinations are many an^ varied, yet the fact remains that 
there are three constant* functions: administering, managing 
and doing. 

For this reason, the next sections of the manual are 
divided into three sections; 

1) Administration of the Volunteer services system, 

2) Management of the three subsystems, and 

3) Operations necessary for maintaining the whole 
system. 

By organizing the manual in this manner, the intent is to 
provide the reader with the knowledge of basic levels of 
decision-making and the processes and procedures for 
accomplishing, the responsibilities at various levels. 
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11^ ADMINISTRAa?IOH OF "mii VOLUNTEER SERVICES SYSTEM 



Malcing. a decision or solving a problem is no simple matter, 
whatever the level Qf responsibility* Decisions determine 
a course of action, a plan. This section in its entirety 
deals with the process necessary for providing the adminis- 
trator of a volunteer services system with the necessary 
information to make decisions for that system^ The process 
is graphically outlined below: 



JU5M1NISTRATI0N 



r ^ " . r 1 ^ ! 

I PLANNING 



y rnmrOKT^S i ^1 APPRAISAL i ^| jssii|NT 



Please note that this section will deal primarily with 
establishing a single volunteer program* This was done 
simply for ease of understanding • However the same 
decisions-making process can be applied for decisions con- 
cerning the direction of the entire volunteer <services 
system, or for decisions concerning only one small facet 
of the system, such as developing a single orientation 
prograiTi or developing one specific recruitment technique. 

The focus; then, is not necessarily on how to develop a 
volunteer program but rather on the total process necessary 
to assure an adequate and useful feedback mechanism for 
needed change and redirection. 

On the following Vage is found a detailed chart of the 
four phases involved in administration of volunteer pro- 
gram development* The narrative following refers 
specifically to the four phases graphically described. 
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The admiftistration of program development processes vithin 
a volunteer services system consists of two separate^ but 
inter**r elated evaluative phases: 

-The continuous, monitoring of volunteer programs as 

they progress throughout the process stages^ and 
-The final, retrospective appraisal of program activities 
for the school year. 

These two evaluative phases combined serve three important 
heeds t 

--The need to revise and modify the programs during the 

planning and assimilation stages, 
-The need to determine progr^im effectiveness at the end 

of the assimilation stage, and at that point, 
-The need to provide base-line data for a needs assessment 
in order to m ake d ecisions co ncerning the nature and 

scope of any new volunteer programs # 

The premise upon which the administration *design presented 
here rests is that educational Innovations ate costly in 
time and money. Most innovative programs can afford the 
luxury of a pilot period only once. It would/ therefore, 
be unsound to wait until the end of the pilot period to note 
glaring deficiencies which^ through continuous revisions # 
could have been corrected i Hence, the continuous monitoring 
phase. 

In many ways,*^ monitoring of on*-going activities and processes 
i's distressingly elusive. It seems as challenging an activity 
a£i trying to capture on film the "perfect" action shot of a 
bird in flight or a running child. A mere fraction of a 
seconds delay in snapping the picture and the picture recorde<3 
is worthless. 

In the same way^ capturing and recording the concerns, 
questions^ new ideas, feelings ahd opinions of those 
working with volunteers or as volunteers, must occur im- 
mediately or the thought may be lost. The purpose of the 
Building Level Monitoring Phase addresses the methods and 
procedures for capturing pertinent data at the local level 
as the volunteer ptogram^ progresses. This infoi?mation can 
be related to the larger volunteer services sy«tem# * 

It would likewise be Irresponsible to allow the assimilation 
*tage to terminate without the benefit of a comprehensive 
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appraisal. Constructive hind-sight provides powerful data 
for improving educational programs. Hence ^ a thorough, 
final appraisal should occur. 

Together, both phases - continuous monitoring and final 
appraisal - should provide ample data for developing sound, 
viable programs. A single volunteer program which has 
undergone revisions, modifications, expansion, even radical 
surgery in its pilot year, can provide basic data for 
expanding or modifying existing programs or planning nev 
volunteer services. 

This does not imply that a pilot program is transformed, 
intact, into the new full-scale program. It does suggest, 
however, that careful scrutiny of the pilot program should 
indicate the nature, content, scope and direction of the 
full-scale program which emerges. The monitoring and 
appraisal phases will indicate changes,^ omissions, expan- 
sions, pitfalls, unique outcomes, etc^ It therefore should 
not be necessary to conduct a new full-scale needs assessment 
study prior to development of a new program. Most needs" 
' should be indicated during the monitoring and appraising of 
the pilot program ♦ 

The major purpose for coordinating volunteer program 
development with system processes is to obtain the infor- 
mation ultimately needed to develop a new full-scale 
volunteer program that meets assessed needs. 

The coordination of program development consists of two 
^parts^ each serving certain specific objectives: 

Continuous Monitorlncr Phase Obiectives 
-To gather and. review pertinent da^at on a 
continuous or periodic basis in order to 
-make judgmental decisions regarding the 
program. 

-To pjcovide a basis for making changes in the 
oilot program as indicated by the data. 

-To provide basis for adding or deleting com- 
ponents of the pilot program as indicated by 
the data* » I 
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To note components which cannot he changed 
after the pilot has beg»n but which should 
be considered before development of the full- 
scale program, 

>To note unanticipated outcomes, both positive' 
and negative. 

•To have , available base-line data prior to the 
conclusion of the pilot to be used during the 
final Appraisal Phase. 

Final Appraisal Ph^se Objectives 
-To describe and review all changes, additions, C 

deletions, and negative and positive compdn^nts . 

of the pilot program. 7 
-To assess the degree of agreement between twe 

pilot program outcomes and the original pr^ram 

goals, ' . 

-To have available data needed to determine the 

futiure direction of the full-^calc program. 

Combined, these two sets of objectives pull together * 
all those activities involved in field-testing a 
pilot program, a' program which was developed to meet 
assessed needs and stated program goals, * In turn, 
the pilot and full-scale program serve as a prototype 
in the development of new volunteer programs imple- 
mented on a larger scale. In essence, the planning, 
piloting and development of a single volunteer program 
' serve as a prototype for the actual coordination of 
the entire volunteer Services System, 
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The tirtt step in administering is to state the goals of 
the program itself, i*e. what are the positive philosophical 
intents of a large scale volunteer services system? 

Kext, the pilot program should be described fully prior 
to its implementation • Its operations on both building 
and central office levels should be pl^ccisely defined^ 
including the activities, services, target population, 
personnel, and materials^ Objectives served at each level 
should be stated in observable and measurable terms? i^e^, 
consideration of the "what, when, who, where and how" of 
the goals ^ The process of describing the program involves 
determining the equipment. Budget and manpower needed, 
planning the training of workers, planning check-points 
for evaluation of progre^n and making provisions for 
necesaary changed) • This otep goes beyond generating the 
good idea. The* written description of the proposed program 
should be complete, should indicate definite fixture 
directions and must be consistent with the overall policies . 
and goals of the volunteer services syctcjro* 

Establish Jt:d<TmRnfc?^l Criteria 

Once the goals of the developmental volunteer program are 
defined, it is important and essential to determine the 
kinds: of evidence which vill indicate progress toward 
those goals • This is one of the most crucial steps in 
ImplemGnting monitoring activities? it is also one o£ the 
most difficult. Goals are 6£ten clusivo and «li**ttact|' 
however worthy. Similarly, the criteria for judging the 
attainment of a particular goal or for gauging progress 
' toward that ^oal may be difficult to identify, A piece 
of evidence may not become obvious until long aftf^r the 
goal has been achieved? or the evid«»nce may*be so incon- ^ 
lipicuous at first glance that its importance goes 
unperceived. 

Also, there may be several criteria which allow judgments 
concerning* a single goal. Rarely do all these criteria 
share equal weights Priorities must be assigned to thein 
either, on the basis of their logical importance or on the 
basis of more practical concerns such as facility in 
obtaining the evidence . It is equally imoortanfe to consider 
that the corresoondcnee between goals and criteria is not 
of necessity mutually exclusive, i»e*, the same criteria 
^Tiay apply to different sets of goals. 

One of the goals of the volunteer placement process concerns 
the proper placement of volunteers. There are several 
devices for judging whether or not the volunteer is, in 
fact, performing those tasks for vhich (s)he is best suited 
and from which (s)he finds the greatest sai^lsf action. One 
kind of evidence is the positive progress on the part of 
the child; another is a favorable aor>raisal of the volunteer 
made by the part^ipating teacher. Both of these criteria, 
however, can aluo serve one of the goals of the volunteer 
training orocessj to provide volunteers with the skills training 
needed to perform their assignments effectively. 
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Perhaps tl^e simplest technique for -^^^^^i^^^^l/^i'^^^ls 
which relate to program goals is one which lists t^e goals 
and en^lmerates all possible types of acceptable evidence 
that these goals are being met. The inclusion of all 
^it'^ria win, of course, be impossible. J^-^^f ' 
which serve more than one goal ought, perhaps, to be given 
priorit.y. Those of obvious importance should also be 
strongly considered. It is always tem]Jti-ng to give priority 
to those criteria which are relatively easy to measure. 
This facilitates the task of establishing criteria but does 
not necessarily best serve the purposes of program evalua- 
tion. No criterion should be "overlooked or discarded, 
regardless of the difficulty involved in finding evidence 
for it*. It is quite possible * that the simple act of -stating 
the criterion, even if impossible to ascertain, can determine 
and influence program direction in a positive manner. 

Mr>ni.tor Program (See "B" for more detail) 
The fourth step, is to examine the pilot program and to 
compare it wifth the judgmental criteria. If the comparison 
is negative, a change is required. If it is positive, then 
the pilo^- program can continue, subject to the next periodic 
review at which time the same feedback process resumes. 

Evaluate Program (Sec "C" for more detail) 
Fifth, at the designated conclusion of the pilot program, ^ 
all th^ information obtained throughout the monitoring 
stage becomes essential for the final evaluation of the 
-pilot program. Once again, the program goals are st-ated. 
this time noting any changes. A description of the 
pilot program is given indicating the various trans- 
formations to which it was subjected. All outcomes or 
eventfe, both expected and unexpected should be noted.- 
A review, or retrospective appraisal should be conducted 
to gather data wljich' were unavailable until completion . 
of the pilot phase. ^ ^ 

£>etermine New Program Direction (See "D"» for more detail) 
Finally, all the accumulated data from both phases should 
provide a basis for determining new needs and future . 
direction when developing the full-seal^ progranu^ 
Recommendations can be based on the agreement between 
Npilot program outcomes and program goals, (as stated at 
the Conclusion of the pilot stage). 

■ -1727 



Bj ON~GOING MONITORING ACTIVtTiES ' - n 

The types of activities involved in the monitoring phase 
of the program, are guided by the previously stated goals 
and criteria for judging, as well as the purposes to be 

- served by the Sifcitoring. itself. This phase is uhde'rtaken 
to assist in the program development, to provide feedback 
information throughout, the year so that changes, modifica- 
tions, additions, or deletions can be made. It is a 
dynamic process to assist a dynamic, i^.e., changing, program. 
An analogy may be drawn to the task of* filming events 
occurring in a moving train from anothef moving vehicle. 
There is the dual problem of capturing on film everything 
that goeS^ on in ths^ train while at the same time kee'ping 
pace with the train itself . 

- The essential tool of the monitoring process is record-keeping . 
. The recording of events as precisely as possible is the 

means itfhereby events ate described and evidence of what 
actually transpired is gathered and eventually utilized 
in decision-making. 

One of the goals, for example, of the Volunteer Services 
System is the efficient^rocelsing of requests for volunteer 
services. The obvious criterion for determining the 
effectiveness of this aspect of the program would seem to 
be the specification of a limited time period, a week or 
a month perhaps, between the request and fulfillment of the 
request. If requests are not satisfied within what is a 
reasonable period,, the program developers may want to review 
♦ their processing mechanism, or re-evaluate the criterion. 
In any case, the question involves how the managers will 
know how much time is, actually devoted to the processing 
of requests if accurate records are not kept. 

At the least/ two dates must be recorded - when the request 
. was made and when <!he request was satisfied. Ideally, 
othir information is also desirable: the date when a 
search for a given volunteer was initiated, the date (s) ^ 
when (s) he was given training and orientation, etc* In , 
this way, one may learn that the snag has occurred not 
between the time of request and the time- of recruitment. 
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nor between recruitment and training by the central office, 
but during the orientation at the building level possibly 
resulting from insufficient personnel or inadequate facilities. 

As another example, one ma^ look at the goals concerning 
proper recognition of volunteers. It is true that most 
volunteers provide their si^rvices for reasons intrinsiGally 
their own. However , volunteer motivation is often of short 
duration, for perfectly valid reasons; and the program 
developers have grounds to believe that an external reward 
systetft such as recognition dinners, occasional media 
attention, service certificates, etc. help. sustain those 
internal motives which have brought the volunteer to the 
school in the first place. There are two goals to consider 
here: (1) to increase recognition of volunteers as an 
expression of gratitude, and (2) to increase the retention 
rate ot volunteers* ». 

The criteria which indicates progress toward the first of 
these two goals might include the scheduling of a planned 
number of recognition dinners during the year, a certain 
number of TV spots to be aired, or weekly newspaper articles 
submitted for print. It may not be feasible to include 
all these (and other) criteria, and the problem of establishing 
priorities arises. Perhaps one TV spot per month indicates 
greater progress toward the goal of increased recognition 
than weekly mention in a school bulletin because of the 
larger audience reached. Qnce again, record-keeping is 
needed to keep track of the varied recognition activities 
undertaken* 

To serve the second goal, that of increasing retention of 
volunteers, one may ask, "will the program accept as 
positive an increase of 1096 in the -retention rate over 
previous years or should the increase be 50%?"* Other 
factors must also be considered here - the available 
volunteer resources are dependent not only upon the rate 
of retention but also upon the absolute number of volunteers 
available. 10096 retention may be inadequate to meet the 
requests; whereas 5096 retention, if there is always a large 
pool of new volunteers available, may serve the needs quite 
well. Whatever the determination, here too, records must 
be kept of those volunteers who sign-up, sign-in, drop out, 
and| sign-up again, ts the "new crop** really composed of 
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all^new volunteers, or are there some former volunteers ' 
who have elected to return included in the roles? Did 
returning volunte^s return perhaps because of the recog- 
nition activitie^^ related to this goal? These questions 
can be answered gwitfe easily just by questioning the 
volunteers direqlilyA e*g^,.."Have you seen anything on TV 
about our volunteer s^^^Wer^ you influenced in any way 
by what you read in the newspapers about our volunteer 
programs?'*, ' and *'How did you find out about our volunteer 
pro9X?im? '^ . , ^ 

In addition to those criteria measures which one plans 
in advance, it is extremely important to be alert to 
information which was unanticipated or simply overlooked 
during the planning stage. While program developers can 
account for newspaper articles released by the central 
office, they also must notice other coveragie such as 
letters to the editor written by grateful parents to 
acknowledge the services of the Volunteers. Or, in noting 
the volunteer sign- up sheets, they should not neglect 
to observe the numtoer of volunteers who no longer have 
' children in school but who have chosen, nevertheless, 
to continue serving in a volunteer capacity. This one 
bit of information may reveal more meaningful data than 
much of the "expected" evidence relevant to the program 
goals. 

These are just a few examples of the many types of evidence 
sought during the monitoring phase, i^ll the evidence must 
be reviewed constantly - again much of this dictates 
precise record-keeping techniques: tallying request 
forms, checking attendance logs, noting boosts and barriers 
to success of the program (e.g. the number of requests 
for volunteer assistance is running way ahead of actual 
volunteer placements); reviewing assignment sheets, case . 
histories (of paarticular problems or outstanding Sue* 
cesses), listing suggestion box comments, etc.. When 
possible - whatever changes are needed should be attempted 
immediately; those which must wait > until the following 
year must be noted and reasons for postponing change 
validated; the effects on other aspects of the program 
due to the inability to make that change promptly must 
also be considered* 
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C) FINAL APPRAISAL ACTIVITIES 

Volunteering should be an important part of the total 
educational program o£ a school and should produce results 
which affect students, staff and /volunteers positively. 
The ^ppraisrai process is a way of rallying people and 
resources to focus on the objectives and activities of 
volunteer services and to stimulate cooperative action 
in making decisions for the improvement of volunteer 
services. 

Prior to conducting the appraisal phase, all persons 
involved in administrative and managerial jobs must 
determine t 

-The purposes th6 evaluation is to serve. 
-The limitations that will be placed on the evaluation 
process.. 

-The volunteer program objectives and program activities 
that will be evaluated. ^ <■ ' 

-The kinds of information needed and by what means the 
information will be collected^ Examples: using inter- 
views, checklists, questionnaires, etc.,. 

***The organization and reporting format of information, 
judging the adequacy o£ the attainment of the volunteer 
program objectives and the performance of the volunteer 
services. 

-The recommendations for future action. 

-The recommendations for action that should be taken to 
accomplish those purposes which had been established 
for conducting the volunteer program appraisal. 

The major purpose of the appraisal process is to 
provide useful information to decision-makers at all 
levels? i.e*# in the individual school buildings, 
in the central office volunteer programs and for the 
volunteer services system. 

Appraisal materials should meet the following criteria: 
Relevance - Information should relate to decisions 
and meet certain defined, outlined and established 
purposes* Example: To find out the temperature 
of a room, you wouldn't look at the clock. 
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.Credibility - The appraisal process should elicit* 
„. the best inforntation;. i*e., ^information must relate 
to quality of trust or belief. 

Reiiabilitv 'V TSia appraisal process shouW provide 
consistent data? i^e^, if new data were gathered, 
would the findings be the same? _ 
Timelinee^q^ h Data should be received by decision 
makers at the appropriate time; i*e^T well before 
a decision must be made# 

^Scope -- .The range o£ information must be as broad 
and as inclusive as is realistically possible* It 
should adequately cover the pertinent aspects of 
that which is being evaluated. 

FACTORS TO CONSIDER IN APPRAISING VOLtJNTEER SERVICES 
AND PROGRAMS 

In order to acquire all the necessary information so as 
to bi able to effectively assess volunteer services and 
programs^ several elements should be considered. The 
appraisal can focus on one or all areai?: 

Qualitv of Performance bv Volunteers 

-Does the volunteer fulfill prescribed commitment of time? 
-is the volunteer dependable? 

-Does the volunteer carry out the responsibilities listed 
in the job description? 

-Does the volunteer show capabilities for carrying out job 
description' responsibilities? 

-Does the voltmteer show willingness to assume additional 
responsibilities? ^ * 

Effectiveness of Volunteer 

-Is the volunteer placed in an assignment appropriate to 
her/hi^ capabilities? 

-Is the volunteer assignment consistent with the appropriate 
volunteer job descriptions? 

-Have assignments and directions been clearly understood? 
-Have assignments and directions been effectively carried 
out by th& volunteer? 

-Did the orientation and training recisjived by the volunteer 
adequately prepare her Aim for the job required? 
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Volunteer Satisfaction 

-What are the conditions under which the volunteer works? 

(Indicate both positive and negative conditions affecting 

performance.) 
-What is the rate of turnover for volunteers? 
*-What are the reasons for volunteer turnover? _ ' 
-V?hat is the morale of the volunteer? 

Volunteer-Student Relationship's 
Volunteer-Teacher Relationships 

^Does the volunteer work well with students* and staff? ^ 
-Does the volunteer know to whom to report when there 
are problems? 

Staff Acceptance 
-l>oes the volunteer program have the complete support and 

approval of the administration' and staff? 
-Does the entire staff understand why volunteers are being 

used? 

-Are all staff members familiar with the ways in which 

volunteers are being used? 
-Are all staff members familiar with the areas to which 

volunteers are being used? 
-Does the staff understand what they should expect of 

volunteers? 

-^Do staff members realize what volunteers expect of them? 
-Are staff responsibilities in regard to the volunteer 
program cleqiriy defined? 

-Is staff time needed £or maintaining a volunteer program 
taken into consideration? 

Recruitment 
*-How was the volunteer recruite<3? , 
-What did the initial interview include? 
-How was the interview conducted? 

-What expectations existed on the part of the volunteer 
at that time? 

•^Do you know how and where your volunteers will be used 
before you start to recruit? 

-Are you able to recruit the types of volunteers you need? 
-Do you make known your volunteer needs through: 

-Brochures? 

-trewspaper articles? 
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-Radio and TV announcements? 

~Tallcs to groups? 

-Come and s^e tours? 
Do you use a variety of sources for obtaining volunteers 

-Your staff members? 

-Friends of your volunteers? 

-Keighborhopd people? 
•Have you tried using new volunteer sources as they 
become available? 

-High school students? 

-College students? 

-Retirees? 

-Church groups? 
^ "-Club groups? 

-Employed men and women? 
-Would you consider any adjustment of your program to 
accommodate : 

-Hours that present day volunteers have available? 
-Particular services or skills that individuals 
or groups of; volunteers may have to offer? 

int ^rviewiiia flnd Pl acement ^ ^ ^ ^ 

-Is the interviewer a specially designated and 

qualified member of the staff - or of the Volunteer 

Services Office? 
-Do you allow sufficient time and prxvacy for a 

thorough, unhurried interview? 
-Are your application forms designed to furnish 

useful information? 
-Do you try to discover the voluinteer ' s particular 

capabilities, interests and experience - and offer 

jobs which are commensurate with these?' 
-Are the volunteer's wishes - and aversions - as to 

placement given consideration insofar as possible? 
-If the particular service a volunteer wishes to 

perform cannot be used, do you offer a reasonable 

explanation and try to substitute other services 

which are needed and may prove equalljM^eresting? 
-Have you created clear job descriptiii^W^ich are 

meaningful and reasonable? 
-When volunteers are assigned to a specific job, do 

they know: 

-What they are to do? r^m 
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-How many hours they vork? 
-What equipment to bring? ^ 
-When, where and/' to whom to report? 
-What additional training is required? 
-Is the importance of continuity of service in situations 
where the volunteer is working directly with students 
and staff stressed? . 
-Do you discuss a termination date for a specific 

as»ightft4s^nt? ^ 
-Do you leave a volunteer free to refuse an assignment? 
-Have you the ability to turn down a volunteer who is 
obviously unsuitable? 

Orientation and Training 

-Are time and i>ersonnel for the orientation volunteers 

included in planning for yc>ur volunteer program? 
-Do all volunteers working in your program understand 

why the job they are doing is necessary and how it 

fits into the total progress picture? 
-Are they given a place to work and to keep their 

belongings? 

-Are they introduced to staff m^enib^rs and volunteers 

with whom they will be working? 
^Do your volunteers know what is expected of them a« to: 

-Performance? 

-Appearance? 

-Behavior? 

-Confidentiality? ' 

-Attitude towards students and staff? 
-Is it possible to differentiate between the role of 

the volunteer and the role of the staff person? 
-Do you acquaint volunteers with the facility's total 

setting and with names of the various staff members 

with whom they might be working? 

-Are your volunteers sufficiently informed as to the 
overall purpose^ program and philosophy that they may 
discuss these intelligently with their families and 
friends? 

-Do you give the volunteer an opportunity to acquire 
the skills needed for a particular assignment through: 
-Formal training programs? 
-Consistent on-the-job training? 
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•-Do you keep the orientation process from becbming 
stagnant through: ^ 
-Periodic volunteer meetings? 
-Discussion sessions? 
-Invitations to pertinent workshops? 
-•Suggested reading material? 

Communication and Supervision 
-*Is the chain of command in your volunteer program 

clearly established? 
-Do your volunteers know to whom they ar^^ immediately 
responsible? 

-To report to for work? 
-To turn to fc5r help and advice? 
-To call when unable to be present? 
-Do volunteers know how to contact their Volunteer 
chairperson? 

-Is an experienced person always available to work 
with new volunteers and show them what to do? 

-Do you keep track of how volunteers are getting 
along in their jobs? 

-Do you inform the volunteer who is doing well that 
this is so? 

-Is an^ttempt made to he^lp the volunteer who is not 
doing well by building interest^ increasing skills, 
instilling confidence? 

-Are the channels of communication always open between 
you and your volunteers? i 

Adequacy of Volunteer Services and Materials 
-Do you recognize that inaccurate placement may he the 

cause of .unsatisfactory performance and try to give 
=^«plunteers another opportunity to use their skills 

morte productively? 
-Are your volunteers given a chance to change from one 

type of service to another, to le^ifn new skills, to 

assume positions of greater responsibility? 
-Do volunteers feel free to terminate their services 

after a reasonable length of time? j 

D 'Ji 

Recognition , ¥ 

-Do you make a point of saying ••-fehahk you^* to your 
volunteers t 

-Informally and personally ^ oh a day-to--day basis 

-26- 

/ „ 

" 36 



-Formally and publicly - in the presence of fellow 
workers, staff, family and friends? 
-Are your volunteers identified in any way while on 
the j ob? 
-Badges? 
-Uniforms? 

-Have you developed your own system of awards? 
. -Certificates? 
-Pins? , 

Merits of the Volunteer Program 
-Does your to^al plan'foi; opieration include a periodic 

examination of the servicigs' of the volunteer program? 
-Do you evaluate the program in which they work as well 

as the performance of the volunteer? 
-Are volunteers an asset to the educational setting in 

the sense jthat they have: 
„ ^ -Efiriched the existing school program? 

-Make jiossible the extension of services to 
students? 

-Made^lrossible the inauguration of new services 
for students? 

New Ways the Volu nteer Program Contributes to Education 
-If your volunteers appear to be a liability, have 

you considered any new approaches which might convert 

them irtto assets? 
-Do staff and administration - as well as the volunteers. 

themselves - participate in appraising the benefits 

deceived by students? 



MATERIALS USED IN APPRAISING VOLUNTEER PROGRAMS 

Data can be gathered by various means. Some of these 
are listed below: 

Types of Materials 

■Wcitten questionnaire 
-Open-ended responses 
Brief essay response. Sentence completion. 
Examples What new things would you like to 
have happen in the volunteer services program 
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next year (essay response) Sentence comple'- 
tion - I would like the following new things 
i, to happen in the voltinteer services program 

next yea r ^ 

J -Multiple choice responses 

A structured set of answers provided, 
requiring the respondent to choose pne 
or more* Example: Circle the description (s) 
which best applies to your volunteer: 
1) patient 2) bossy 3) punctual 4) cooperative 
i -Preferred choice responses 

Selection- of one or more responses among . 
several possibilities. Example: Make a 
choice in each of the following statements ^ 
and check your choice: I would rather work 
1) in a classroom or 2) outdoors 

1) with elementary school children or 

2) secondary school children 

1) with regular students or 2) with 
exceptional children 
-Scaled response 

A statement of question followed by a set of 
responses » Example: Circle appropriate^ 
response: Does the volunteer complete 
assigned hours? 1) always 2) most of, the 
time 3) occasionally 4) never 
Interview 

The interview may be open and free flcwing or 
highly structured with questions prepared in 
advance and an establishec* agenda closely 
followed : 

-Total group interview 
Discussion during which questions are raised 
discussed by all participants • Example : 
Should volunteers be provided with group 
accidentAealth insurance? Discussion and 
consensus include: 
-all Volunteers 
and/ar 

-all building principals 
and/or 

-all central office staff 
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-Small group interview 
A smaller combination of people who are 
brought together for discussion as repre- 
sentatives of (a larger group* Example: 
^principals only 
-volunteer chairpersons only 
-^volunteer services coordinators only 
--Key informant 
Gathering data from one or more individuals - 
who can give you accurate views on what the 
others from the group they represent would 
xn the discussion. Example: Principal 
Example: Are volunteers in your building 
satisfied with their job assignments? 
--Each individual 

Each person is interviewed and answers 
questions himself. Example: Are you 
satisfied as a volunteer working in this 
buildina? 
•Observations 

Subjective observations of activities made with or 
without ingstruments or specific fpcuses. 
-Individual: personal observation 

Example: visiting classroom. 
-Other: Individual gives observation instructions 
to someone else who does the observing. 
•School records 

Inventories, office figures, ^ etc. 

Selection of Materials . " 

When selecting means for collecting data,;"* those 
involved in evaluating need to keep in mind the kind 
of information needed and the possible effects of 
trying to get that information in a particular way 
before Working through the following questions as 
part of the data gathering effort: 
►Respondent related criteria 

-What will the reaction of the respondent be to 

a question asked in this way? 
-Will the question have the siame meaning to those 

reacting as it does to the developer? 
-Is the question stated clearly so that it will 
be answered the same way each time? 
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-will the response be what the respondent actually 
feels or' will the response be what the respondent 
think* the inquirer wants to* hear? 
Analysis related criteria 
^ -What is the size of the group to be' evaluated? 
•^How much time will it take for the evaluation? * 
-How much cost is involved in this evaluation? 
♦ *^How will the data be processed? 



PR0CJ^)t)R2S FOR CONDUCTING OSJE APPRAISAL 

Thd process of providing information to strengthen volunteer 
services should be clearly established ♦ The following are 
directions to be determined after exploring the criteria to 
be used in the appraisal process: 

' Decision Factors ^ Why is the information needed? 
From the beginnincf of the program^ checklists should 
be built ijito each area of concern and periodic 
review made to determine change or Continuation ♦ 
Problem Identification --'What questions exist and 
what information j.s needed^to anmv*er them? 
Source of Information - Examples: 

-Teachers* opinions regarding the feasibility of 

using volunteers in the classroom/ 
-Student attitudes toward volunteers in the school 

and classroom* 
•^Bxpert judgment as to worth of volunteer services 



^ \ Information available through daily logs, building 
inventory-or office records, 
i^^^- ^btainina Information - Refer to Appendix *'C" 
Schedule 

^Decide how much time will be involved in the 
appraifital* 

*^Determine deadlines to be met related to when 
decision makers need data* 
Analysis of Results ^ Analysis of information should 
. be appropriate to the type of questions asked and the 
nature of responses obtained* Before applying 
statistical procedures I one should consult with 
apf^opriate references or personnel* 
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Heporfcinq Infoirmati(5t> v* After delineating information 
needs, preparinc^ a detailed plan for obtaining v 
information to meet^those needs and devising the plan 
for providing information/ reports must be prepared 
and disseminated to the appropriate audience (decision-^ 
makers) • Providing information is, a continuous activity, 
and the timing and freqi^ency of reporting should be 
' dictated largely by the decisions being faced* The 
appraiser should be concerned with the effectiveness 
of the information, provided, 
* ^The form of reporting may be dictated by the target 
audience and the need for interaction between decision 
makers, appropriate or effected audiences and the 
appraiser (s) * 
-The plan for reporting should incfudei 

-Identification of the audience who will receive 
the report. 

-Enumeration of information will be required in 
the report and the level of detail of information 
the report will provide the audience ^ 
-Means of ^reporting data whether formally or 
informally, i/e 4, a report to- be poiblished 
(written) or a report which will be disseminated 
to the audience orally. ^ . . , 

-The use of feedback from the appraisal process wiJLl 
probably determine the description of th^reporting 
mode . . 
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NEEDS ASSESSMENT , ^ . 

The -incorporatiori of n6w needs and new ideas for the redesign 
of the pilot program is base^d on the combined data collected 
in the monitoring and appraisal phases. However, aa stated 
eatlier, it is suggested that the accumulated data from the 
pilot program evaluation serve as a basis for determining 
peeds associated with the next step in the project, namely 
the development of a full--scale volxmteer services system. 
?Qr the pilot evaluation to be utilized in this manner,* both 
phases (Monitoring and Appraisal) should be completed 
shortly after completion of the pilot phase. A summary 
report should be made available to all participants in the 
pilot program. Their reactions, comments and suggestions 
can serve as useful additional data in the development of 
the full--scale program. 

The best-laid plans'" are always subject to further perfection. 
The most useful i^olutions to problems are often offered by 
people whose views have her e*to fore been ignored or simply 
not sought. Every attempt should be made to allow all those 
involved vith a developmental program^ both directly and 
indirectly, to' express their opinions and to offer suggestions 

Some new ideas arid suggestions for change within tiie program 
t^ill become apparent with the results of the monitoring 
activilsies. Other changes may be suggested by teachers, 
administrative staffs parents, volunteers # etc.. Any input 
should be recorded # The phone call to a principal's office • 
should be transcribed onto a suggestion sheet. The Volunteer 
who has a "better idea" should be asked to record it on a 
suggestion sheet. The student who '^gripes" to his teacher 
or parents about a volunteer activity should be aware df the 
opportunity to register his ideas ^ again, by filling out a 
suggestion sheet. Gathering participants' ideas and sug- 
gestions must be undertaken in a simple and direct way and 
mtist^not appear to be at all threatening to the participants. 
The best suggestions can .often emerge from unhappy complaints 
if the complainant feels free from reprisal and if every 
version of the situation is considered. 

Every opportunity to elicit participant suggestions should 
be encouraged: staff meetings^ lunch room exchanges, 
perhaps a "hot-^line" telephone number where * teachers and 
Volunteers might phone in a problem^ a suggestion box near 
the attendance* sheet, etc. 4 Constant review of these i^ources 
of input must be made to note their urgency^ frequency, and 
their relevance to the. continuation or modification of the 
program as it evolves throughout its developmental phase. 
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Ill* MANAGEMEHT.OF THE VOLUNTEER SERl^ICES SYSTETi 



For purposes of this manual ^ three areas of management 
within the volunteer services system have been described • 

. Central Office Volunteer Programs Operations 
Building Level Operations^ 

Central Office Personnel Operations ' 

As previously indicated ^ however, one person may be in 
charge of more, than one area o£ management. This depends 
on the personnel, time and financial resources available 
to the school volunteer operation and their allocation* 



MANAGEMENT 



BUILDING 
LEVEL 
bPERATIONS 



^1 

I 



t 



CENTRAL OFFICE 
PERSONNEL 
OPERATIONS 



' CENTRAL OFFICE 
VOLUNTEER PROGS, 
j J OPERATIONS 
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CEaTRAt. OPPICE VOLUNTEER PROGRAMS 

The development, operation and supervision of Central 
Office volunteer programs depends on identifying 
prioritized heeds for volunteer assistance. This can 
be accomplished by conducting a needs assessment • 

The accompanying charts depict the steps involved in 
developing and operating a Central Office volunteer 
program and identifying the people responsible for the 
various tasks* The specific personnel job descriptions 
may be found in Appendix "B" . 
» 

This section outlines the necessary steps. For .further 
details on any of these steps, refer to Chapter IV, 
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PROCESS MODEL 
FOR DBVELOFMEOT hm OPERATION 
OF 

CENTRAL OFFICE VOLUNTEER PROGRAMS 
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-> 
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OF CENTRAL OFFICE VOL* PROG. 
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CENTRAL OFFICE VOLUNTEER PROGRAM 
RESPONSIBILITY/riME CHART 



VOL. SERVICES 
(ADVISORY 
COtJNClL) 




AREA 

COORDINATORS 



TASK 

1) Assesses Climate 
2> Identifies heed 

3) Determines purpose, goals and 
^objectives of volunteer program 

4) Outlines and develops materials 
and processes 

5) Identifies needed resources 

6) Developes public relations materials 

7) Approves plan for volunteer program 

8) Recruits volunteers 

9) Interviews and screens volunteers 

10) Orients volunteers 

11) Trains volunteers 

12) Orients users of volunteers 

13) Places volunteers with users 
44) Evaluates purpose, goals, objectives, 

processes, materials, services of 
volunteer program 
lis) Collects and analyzes data 
16) Reports findings 

hi) Determines continuation, expansion, 
modificati-on or elimination of 
central office volunteer program 
118) Revises as determined 



Most of these represent 
activities which could 
but do not necessarily 
involve meeting time. 
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ASSESS CLIMATE AND IDENTIFY NEED 



Before beginning to plan a centralized volunteer program 
available to individual schools^ the coordinator of volunteer 
services needs to assess the climate of the school system 
and the community for using volunteers in schools and to 
identify the schools' needs for proposed volunteer service. 
The coordinator of volunteer services may wish to seek input 
from appropriate volunteer services advisory committees and 
chairmen of central office volunteer programs as well as 
from the feedbacX-monitoring mechanism built into the 
management system* 

This assessment is the basis for the central office volunteer 
service decisions concerning implementation of new programs^ 
continuation^ expansion of existing programs, investigations 
for extensions of volunteer services and development of better 
school/community rapport. 



II) PLANNING STAGE 

A) Determination of Purpose, Goals and Objectives 

1) Brief statement of the program purpose 

2) Statement of generaliaable goals 

3) List of specific performance objectives which 
help to promote meaningful evaluation: 

a) >^at need the program will meet (i.e. teach 
children ceramic techniques) 

b) What must a volunteer do to fulfill this 
need? (i.e* appear, bring supplies or 
request them, impart skill) 
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'c) What must volunteer management system do 
ta meet nded (i.e. process teacher request, 
match teacher and volunteer) 

IJevelopment of materials and processes essential to 
volunteer operations 

1) Manual for potential volunteers including: 

, a) Detailed job description for each position 

h) General school policies volunteers should 
know , ♦ 

c) Instructions concerning the relationship 

of rples between the volunteer and certified 
staff 

d) Administration of volunteer system, enabling 
the volunteer to see lines of responsibility, 
to know whom to contact when a problem 
occurs, etc. 

e) List of volunteer responsibilities and 
rights 

f) Health requirements for the volunteer 

g) Detailed information explaining volunteer 
programs available to schools 

h) Map of Columbus school locations, parking 
areas, phone numbers 

i) l*egal ramifications affecting volunteers 

(1) tax breaks - cost of transportation, 
reasonable costs for meals and 
lodging, use of personal auto * 

(2) personal liability in case of injury 
to Volunteer or child 
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' 2) Guidebook for teachers using volunteer services 
including: 

a) List of all volunteer and materials resources 

b) Volunteer request forms 

c) Instructions for the most effective use of 
the services of a volunteer, including both 
personal and student preparation suggestions 

C) Identificatioh of Needed Resources 

1) Management system 

a) Personnel necessary to recruit, train and 
supervise volunteers 

b) Infoirmation necessary for centralized record- 
Tceeping and decision-making 

c) Developed materials and supplies 

d) Provisions for monitoring and evaluation 

2) Volunteer Personnel 

a) Numbers necessary 

b) Skills and talents necessary 

c) Training necessary 

d) Feedback mechanism 

3) Monetary requirements 

a) Salaries, office supplies, telephone 

b) Supplied for volunteers to use 

c) Incentive payments for volunteers (parking 
fees, babysitting, transportation, recogni- 
tion, luneb) 

d) Orientation and training expenses (room 
rent, paper, printing, rented films, 
instructors, coffee) 



ERIC 



D) Development of Public Reflations Materials 

1) Media ' 
. a) Newspaper - city, local 

b) Televisionv 

c) Radio 

2) Direct mailing 

3) Posters 



5 
6 
7 
8 
9 



Brochures - flyers 
"Newsletters 
Word of mouth " 
Open house 
Speakers Bureau 
Out-door advertising 



ASSIMIIATiON STAGE 

A) Recruitment of Volunteer Resources 

1) Sources from which volunteers may be recruited 

a) Individuals (each one bring one) 

b) Community - neighborhood 

c) Organijsatipns, clubs, agencies and unions 

d) Business, industry, universities and college 

e) Retired senior citizens 

f) Students - elementary, junior high, high 
and college 
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2) Recruitment procedures ' 

a) Determine the needs of the school volunteer 
program 

b) Define goals ' 

c) Determine atidierice 

d) Determine resources 

e) Determine media ^ t 
£) List priotities 

3) Volunteer Retention Suggestions 

a) Newsletter to volunteers and teachers 

spotlighting the unique, the positive, the"^ 
interesting volunteer activities 

^ b) Badges, name tags or smocks to identify 
volunteers 

c) Positive, continuous reinforcement from 
teacher and principal in school where 
volunteers perform their services 

d) Formal recognition programs, banquets, coffees, 
t teas, receptions 

e) Aa.ievement certificates 



Bf Volunteer Selection - matching resources J:o need 

1) Application form 

2) Interview" of potential volunteer 

3) Screen and categorize interviewed volunteers for 
established programs and needs 

C) Orientation and Training o£ Volunteers 

1) General orientation , / 
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a) Overview of volunteer eystem 

b) Review of volunteer handbook-;. 

c) -Overview of operation of school system 

d) Principles of child development 

e) Reading suggestions 

2) Pre-service training for volunteer duties 

a) Continuing volunteers relating experiences 
and expertise 

b) Teacher works with volunteer 

c) ' Experts from the school system or .community 

provide instruction . . . •» 

3) Continuous training and monitoring 

a) Obcervationy of volunteer at work by teacher, 
principal, volunteer building coordinator, 
area coordinator, .volunteer program chairman. 
Change or improvement suggested if needed 

b) Periodic retraining or enrichment workshops 
throughout the year 

Orientation of Users of Volunteers 

1) Methods for educating users of volunteers 

a) Regularly scheduled staff meetings 

b) Special workshops 

c) In-service training courses 

d) Newsletter articles 

4 

2) Information provided - 




a) Rolea volunteers can fill to assist teachers 

b) Ways teachers can support and improve the 
volunteer system (i.e. preparing students for 
volunteer presentation, greeting and appre-' 
dating volunteers, following with thank yous 
and constructive criticism) 

c) Teachers* -role in evaluation process 

3) Supplemental methods . 

a) Periodic r^-orientation for staff according 
to need - - ' 



b) Special sessions to train teachers and t 
volunteers together 

B) Placement of Volunteers with Users 

1) Processing of teacher request 

2) Assignment of volunteer according to service 
capabilities, hours available and area of city 
in which volunteer will serve ^ 

3) Confirmation 

a) Kotify teacher of volunteer's name, phone, 
skills and talents and training needs 

- b) Notify volunteer of assignment, including 
School location, school phone," location of 
parking facilities, etc* 



IV) REVIEW STAGE 

, A) Evaluation of program purpose, goals, objectives, 

processes, program materials, services ,t 

Many vital volunteer programs or materials are the result 
of analyzing and evaluating services or materials already 
in existence* This process of studying that which is 
' currently in use and appropriately altering or restruc- 
» turing materials or programs can be a most valuable 
^ activity-. If data supports the continued need for the 
T service or item being studied, program planners should 
begin the revision by conducting a careful appraisal. 
(For sample forms see Appendix "C") 
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!)♦ Periodic evaluation 

■ ■ ' ■ -is' ^ 

a) Public relations materials and processes ' * 

.' ' ' ' *** ■ 

• b) Recruitment plan 

- c) Interviewing and screening processes 
G) orientation and training proc 
e) Placement of processes' ^ 
1) Year-end evaluation *Vl 

a) Program processes ^ 
' b) .Program materials. / . ^=^1?^ 

c) /Communication processes 
^ d) Services provided by^volunteer program 

«^ Services provided by volunteers in that program^ 

B) Collection and analysis of data 

1) At area coQtdinator level 

2) ' At volunteer program level 

C) Report of Services, Processes, Materials 

♦ 

D) Comparison of purpose, goals, objectives to, evaluation 
data 

V) DECISION AND REVISIONS . ' - 

Whan the evaluation data has been compiled and ztnalyzed, 
the information is forwarded to the coordinator of volunteer 
services. From this study of the evaluation report, the 
coordinator of volunteer services, with appropriate con- 
sultation with the advisory council and chairmen of volunteer 
*• -programs, must make pertinent decisions concerning >fehe 
continuation, expansion, modification or eliminati on of 
central volunteer programs surveyed. 
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•B) BUltiDIKCS LBVlBL OPERATIONS 



TJie organization! piipcesses and materials described in 
this section provide for the operation of vblunteet* 
services in individual school buildings. 

This level of operation falls within the volunteer services 
system, -sharing many of the same volunteer programs if 
deemed appropriate to the individual school and following 
logically the same processes* 

Within the volunteer services system ^ the building level 
operations offer the flexibility of the one-to-one cont^t 
with the individual school, the ability to develop programs 
which meet the particular needs of individual schoois may 
vary from the priority needs of the total school system, 
and the opportunity to offer personal consultation and 
assistance to those who can use them most — the members 
of the school staff . * 

The accompanying charts depict the steps in developing 
and operating a building level program, the persons 
responsible and the approjcirtiate time required* Specific 
job descriptions may be found in Appendix *^B". Operational 
processes and procedures may be found in Chapter IV^ 

Thorough orientation and training of staff for effective 
use of volunteer assistance is essential. Teachers need 
to_be aware of (1) the 'positive edtycational benefits 
available through utilizing the services of school •vol- 
^ unteersr (2) the types of volunteer help which are 
available through central office based programB^and which 
are possible through teacher delegation of tasks to ^he 
classroom volunteer, and (3) the responsibilities of the 
teacher in charge in the areas of orientation, training, 
supervision and appraisal of volunteer services. 

Through careful pre-planning, the school staff may 
plaji a volunteer program taildred to the needs of 
students in the individual building and can prepare 
to use the services of volunteers effectively in the 
classroom and/or school setting. .4 
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PROCESS MODEL 
TOR DEVELOPMENT OPERATlOK 
OF 

^ BUILDIKC XJ3VEI, VOLUNTEER PROGRAMS 
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SCHOOL VOLUNTEER PROGRAMS 
RESPONSIBILITY/TIME CHART 



AREA 




1) 

2) 

3) 
4) 



5) 

6) 
7> 
B) 

9) 
0) 
I) 
2) 

3) 
5) 



3) 
» 



TASK 

Introduces principa'l to 
volunteep: services 
Assesses climate and need for 
volunteer services 

fietermines*^eed and climate 
alls planning T.F. meeting, 
designates staff ce^ord* and 
volunteer building coordinator 
Porrnulates purposes^ goals and 
objectives for school vol. program 
Reports plan to teachers 
Orient staff in use of volunteers 
Approves plan for school vols« 
requests volunteers ^ 
Finalizes plans 
Recruits volunteers 
^Interviews & screens volunteers 
Orients volunteers to school 
policies and procedures 
Places volunteers 
Trains volunteers 
Provides on--going skills training 
for volunteers 

Evaluates purpose, goals, objectives, 
processes, materials and services of 
school volunteer programs 
l^:>llects and analyze^ data 
Weports findings 
Determines need for revisions 
Revises as determined 

ERiC ' 



OPTIMAL 
NUMBER 
OF MEETINGS 



APPROXIMATE 
HOtJRS NECESSARY 



none (principal time) 

none (principal time) 
1 



1 
1 
1 



(possibly these 
could be handled 
at one meeting or 
at the most in 
two sessions) 



^hese represent 
activities which 
do not necessarily 
involve meeting 
time . 
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INTRODUCTORY STAGE 

(Initial School Administrator Orientation to Volunteerism) 

Each individual building principal -needs to decide if 
(s)he wishes to undertake the development of a school 
based volunteer assistance program. 



r 



Introduction of Area Coordinators to Administrative 
Peirsonnel 

This 'should be done officially in a letter of introduc- 
tion sent to principals fr6m the office of the super- 
intendent of schools. It seems imperative for building 
principals to know about the volunteer services offered 
and the Area Coordinator who is the staff representative 
with whom^ (s)he will be forking if (s)he elects to 
develop a volunteer program in the building. 

initial Visit to individual Schools by Area Codrdlnator 
The Area Coordinator needs to make herself personally 
known to the principals of schools ih her area, to 
explain the volunte6r program and to set a time for 
beginning the* Phase I exercises if consultation is requested, 

Assessm ent of Need for yolunteers and School /Cojnmnnit\> 
Climate for Using Volunteers 

The principal needs to assess the climate of the school 
staff and community for using volunteers. in the building 
and to identify the/ school *s needs for services which 
volunteers could perfbrm. (The principal may seelc staff 
and community input for this asses^sment of climate and 
identification of needs process •) 

t)ecision to Begin a Bulldincr Volunteer Program 
Based on the assessment of need for volunteers and 
climate for use of volunteers, the principal determines 
whether to continue planning the building volunteer 
program. I 



PLANNING STAGE 

Careful, thorough pre-planning is very important in 
building meaningful volunteer participation in the 
building. Attention to details can help to facilitate 
a smooth assimilation of volunteers in the building and 
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attention to needs for volunteers and determination of 
measurable objectives addressing these needs will enable 
building personnel to create a volunteer assistance program 
which benefits students, teachers and volunteers themselves. 

Each of the four phases detailed below represents one 
meeting of approximately lij - 2 hours. Meetings may in 
certain circumstances be combined, reordered, or deleated 
to meet the specific planning needs of the individual 
school and to coincide favorably with the state of develop- 
ment of a volunteer program already in existence. 

Planning committee and staff meeting time (especially 
in Phase II and Phase III) may be reduced appreciably 
by making appropriate personal worksheets available to 
those persohs involved for completion prior to the meeting 
time. Brief discussion and comparison of worksheet results 
can then occur at the beginning of the meeting. 

Phase I - Orient ation to Planning a Buiidina Volunteer 
Program 

This initial planning session should involve a 
volunteer program planning committee designated 
by the building principal and composed of the 
building principal, the area coordinator, 
representatives^ from the staff and representatives 
from the potential volunteer community. 

The purpose of the Phase 1 planning meeting will 
be to^ consider, the material outlined in Phase I 
pla|ining and to complete the exercises included. 
The planning committee will also want to (a) select 
a Staff Coordinator, and (b) select a Volunteer 
Building Coorditjator . The principal contacts the 
sel^ted Staff Coordinator and Volunteer Coordinator, 
explains the responsibilities' of each job and enlists 
' these people, 

(Appropriate Phase I exercises/worksheets found in Appendix "D") 
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Phage II - Planning a Buiiaina Volunteer Program 

This planning session should involve the plannincr 
commitl^e identified in Phase !• Using the materials 
and exekcises outlined in Phase II, the Planning 
Committee\ should attempt to formulate a plan in- 
cluding ptrposei goals and objectives for using 
volunteers in the building* 

(Appropriate Phase II exercises/worksheets found in Appendix "D") 

Phase III - Staff Orientation and Training for Use 
of Volunteers 



The Planning Committee needs to report building ^ 
plan recommendations to the school staff for their 
approval. (Providing the materials for approval 
pxiot to the meeting would atllow staff members pre- 
meeting time for study.) In thic session the 
principal and school staff need to determine 
whether to continue to develop a building vol- 
untee,r program or to withdraw until adequate 
provision^i for Ubing volunteers in the building 
can be made^ 

The Area Coordinator in cooperation with the 
building principal^ the Staff Coordinator and 
the Volunteer Building Coordinator needs to 
provide orientation and training for the teachers 
concerning the efficient management of volunteers 
including: 

-teacher expectations for volunteer services 
-orientation needs of volunteers 
-pre-service planning for teachors using 
volunteets 

-necessary training provided volunteers by 
teachers 

-the teacher ' s role in supervision of volunte6r8 
-the teacher *s role in appraisal of volunteer 

programs and services 
-the teacher's role in recognition of volunteers 
-training provided by volunteer services system 
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Individual teachers need to determine whether or 
not they wish to use the services of a volunteer 
(a teacher sign up form can be found in Appendix "?") 

(Appropriate Phase III exercises/worksheets found in Appendix "D") 
Phase IV - Final Planning 

The Planning Committee having received input from the 
building staff must finalize plans for using volunteers 
in the school* The Area Coordinator continues to act as 
a consultant in this planning phase and can offer alter- 
native suggestions for recruitment, placement, orientation, 
training, supervision, recognition and approval of 
volunteer services. * 

ASSIMILATION STAGE 

After the planning committee and building staff have agreed 
oti specific plans for using volunteers in the building, 
they may begin to recruit, orient, place, and train volun- 
teers. The processes for accomplishing these tasks are 
basically the same procedures presented in the Central Office 
Volunteer Programs section (see Chapter III-A) , These basic 
processes are merely applied to specific building needs and 
a local audience . (For more information on Recruitment, « 
Placement!, Orientation and Training see Chapter lV-A,B,C,£e D) . 

REVIEW STAGE , • 

Once the volunteer program is in operation in the building, 
those building personnel and volunteers in charge of 
administering the operation must begin to monitor and 
appraise the effectiveness of the building volunteer pro- ■ 
gram. (For detailed information on Monitoring and Appraisal 
see Chapter II-B & C) . 
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CBNTRAt OITICB PBRSONNBL OPERATIONS 



7h0 collection, retrieval und reporting of «tatiatical 
information on volunteer* and volunteer services is 
mandatory for proving the worth of .volunteers in education 
and for maintaining a reliable base of information from 
which can be determined new directions for volunteer 
services* this operation ic necessary despite the numbers 
of v61uhteerc, yet the job becomes tremendously difficult 
as the ntimbers of active volunteers grows* 

For this reasoni one major management jrtpbsystem of an , 
overall volunteer services system iriijiiaa^ the procedures 
and materials ncces,<:ary to collect, i^^/Lle, retrfiive and 
report on volunteer personnel statistics* K statistical 
banX of this nature should include all the appropriate 
vital statistics of every volunteer serving in the volunteer 
services system* 

Tho purposes of ectablishing and maintaining a volunteer 
personnel file would be: 

-To use the information listed iii the Data 
CharacterifJtics file to fill specific requests 
for volunteers with specific skills* 
-To provide statistics on the school volunteer 
program for reporting purposes* 

Objectives for a volunteer personnel fil4 may be: 

-To provide address labels for mailings to volunteers* 
'-To identify numbers of teachers/schools using or 

wanting volunteers, 
-To record volunteer references* 
-To record hours served by each volunteer or totals 

number of volunteer hours* ^ 
**To identify volunteers according to age groups ♦ 
*»tro enable volunteer service to follow the service 

growth of a volunteer* 
-To list volxmteers no longer in programs for 

reference or future use* 
-To provide print**outs for Central Office or 

Area Coordinators to use* 

On the following page a process model for personnel operations 
may be found* This chart describes the administrative 
IManning Phase that is required prior to soliciting volunteer 
applications, the path of the volunteer throughout the service 
year# and the final Administrative Appraisal JPhase* The 
purpose of this model is to relate the Administrative Phases 
and the Central Office Program Development Stages to the 
actual volunteer operations, based on the process of 
gathering, compiling^ retrieving and reporting factual 
information* 

The page following this process model entitled **Material8 
and Procedures for Personnel Operations" describes the 
nurnbered materials on the proceeding chart, details their 
Use and identifies the user* These two pages, combined, 
chronologically outline the whole process of record keeping* 
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MBTIJODS IX)R COhmtim AMD RETRIEVING IHFOl^MATION 
FOR DATA ^PROCBSSIKG 



tnttlal Information 

Initial Information into Volunteer Pjwrsonnel Pile - An 
application card w^lll tic filled out on each potential 
volunteer • When the application l« completed^ an appoint- 
ment will he made for a personal interview. ^^^9 the 
Interview Sched\ile^ the Preferred Volunteer Services » 
sheet and the Special Skills and Rxpcrlences sheet the 
interviewer records the information provided hy the 
interviewee* The interviewer then transfers the code 
numbers from these two worksheets onto the interview 
schedule. When a request for a volunteer ic received 
from a teacher, the potential volunteer Is placed or 
assigned to m definite service by means of the placement 
or assignment form. After the four forms have been 
completed I all information is transferred onto the inter- 
view schedule. Copies of the interview schedule are sent 
to the central office, to the school ot program chairman 
and to data processing* Asterlcks appearing on personnel 
forms denote that information to be fed to Data Processing. ^ 



End of tho Year Information 

Bnd of the year information into the Volunteer 

Personnel Pile ^ At the end of the ye^r a service 

record form, is completed for each volunteer within 

the school volunteer program* (If a volunteer 

terminates service before the year is over the 

service record form is completed iind forwarded 

upon termination to central office and datk , 

procos0ing*) This Information is collected from 

the weekly record sheet kept^^in the school office. 

From this 0ign-ln form, hours of servioe are 

jcecorded monthly and totalled at the end of the 

year by the volunteer building coordinator. The 

questions on this service record form are filled 

out by tho volunteer. The form is then sent to 

ccnttal office, to <3ata processing and to the 

school in which the volunteer was recruited or ^ 

to the volunteer program chairman* A letter of 

recognition is then cent to the volunteer stating 

the number of hours served for tax purposes* 

Asterlcks appearing on pejfsonnel forms denote that infer 

mation to be fed to Data Processing. 



Application 1.1# 1*2^ 
Personal interview 2.1, 
Reque<jt Form 3.1 



Placement/Assignment 
Form 4*1, 4*2, 6.1 




copy 
to 

---Central Office 
Program Chairman 



'Data Processing 



Coordinator 




co>y 
to^ 



tetter of 
Recognition 
(See Appendix 
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Changing InXotfnation already in file - The 
Valunteor Data Changdr Pom ia completed if a 
change in data* on a volunteer Lb necessary* 
There may be serval changes t 

-Correction of a miitaXe in data 

-Placement of a volunteer in a different service, 

school, etc. / H ^ ^ 

-Additional responsibility assumed by a volunteer 
Astericlcs appearing on personnel forms denote that 
information to be fed to Data Processing* 

. copy 

E^^Contral Office 
Data Processing 
School 
or 

Program Chairman 

Feedbaclc Information from D ata Processinct 
These reports will bemused by the central office to 
complete its annual report* The hours served by 
the individual volunteer will be reported in letter 
form for the volunteer *s tax purposes* 

Monthly Hooort 

Monthly^ statistical readouts as to information 
\» on new volunteers* total numbers of volunteers 
serving, age groups being served* training of 
volunteers, p^lacement?!, areas volunteers are 
working, numbers of volunteers in programs, 
. numbers of volunteers in areas or school will 
be necessary* * . 

Yearly Report ^ ^ ^ ^ 

The fittal statistical report at the end. of June 
will liat the following: 

-Total number serving ^ 
-during school day 
^outside school day 
-Total hours served (>er program 
-Different age groups being served 
-Numbers serving in each volunteer program 
-Names and numbcra of peoole willing to serve 
next yeat 

^Slots needed to be filled for the next year 

-Number of schools served 

-Number of children* served 

-HoW many have children in schools they serve 

-How many volunteers are trained 

-How many volunteers served in each school/area 

•*How many requests for volunteers were thexe 

•*How many requests were filled 
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SAMPItE MATERIALS 
FOR 

PERSONNBi* OPERATIONS 



"The Personnel Operations chart and th? materials and 
procedures grid which precede this section cfirrespond 
directly to the sample forms that follow. These i 
form^ have been placed within this section for clarlliy. 

Each form is numberea to correspond with^ the numbers ^ 
found in the narrative section and on thfe appropriate 
graphs* Please note that the sample forms can be used 
for maintaining either a manual file or a data processed 
file. The aster icks on the sample forms, denote infor- 
mation that should go to Data Processing if this system 
is used. It is understood that the central office 
should also maintain a manual file which will be the 
working file until -the number of volunteers being 
handled daily warrants the*availability of a terminal 
in the central office. 
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SAMPLE 

X 8" Card 



INDIVIDUAL APPLICATION CARD 



DATE 



MAKE 



ADDRESS 



SEX M 
ZIP 



HOME TELE. # 



AGE — UNDER 20 



BUS. TELE. # 
21-40 41*60 



SOC. SEC. # 



OVER 60 



PERSON TO BE NOTIFIED IN EMERGENCY 
AVAILABLE FOR DRIVING - 



TELEPHONE t 
\ REFERRAL SOURCE 



For Office Use Only 
INTERVIEW DATE 
PLACED . : . 

SCHOOL 



ORIENTATION 



TRAINING 



fBaclt) 



D«te 



■ERIC 



r ^Tijae , 


School 


Assignment 


Date f 


time 


School 


Assignment 














. . 1; ' \ 


% 


■* 


♦ ■ 
♦ 












. * - ^ 


* - - 




















■ j 




: — 
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(1.1)' 



(Front) 

tROGRMt__ 



NAME OF ORGANIZATION 



NAME OF CONTACT PERSON 



POSITION IN ORGANIZATION 
ADDRESS 



PRIOR COMMUNITY SERVICE 
TYPE OF PROJECT DESIRED 
WILLING TO DO SPOT JOB _ 
CQIMENTS 



GROUP APPLICATION 



SAMPLE 

5" X 8" Card 



MEETING 
DATE 



SIZE OF 
-GROUP 



AGE RANGE 
PHONE # 



DATE , 
PROJECT UNDERTAKEN 



INTERVIEWER 



(Back) 
tt».|pt Time 



i 



ERIC 



School 



Assignment ' . Date 



'0 



Time ' 
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School 



Assignn>ent 



*KAMB 



*HOHE TELE. # . 
♦BUSINESS TELE, # 



♦ADDnESS 



*SEX F,^ 



(number) (street) 
M ftGEt UNDER 20 



21-40 



♦PERSON TO BE NOTIFIED IN EMERGENCY 

FAMXIiY— CHILDREN (How many) AGES 

♦PHYSICAL OR OTHER LIMITATIONS, IF ANY 

♦TB test (Date) . 

MEANS OF TRANSPORTATION-- PRIVATE 



(city-state) 
41-*60 Over 60 



(zip) 



♦TELE. # 



OTHER DEPENDENTS IN HOME 



BUS 



NONE 



♦SPECIAL SKILLS KtJO EXPERIENCES (Please describe) 



♦PREFERRED VOLUNTEER SCHOOL (Please specify) 



DISTRICT (Please circle) N-NE-E -^ SB-S-fiW^W-NW 
Public ■ . Non-Public 

♦AVAILABILITY (Please circle) MONDW - TUESDAY - WEDNESDAY - THURSDAY - FRIDAY 

9-11:30 a«m» 1-3:00 p.m. After School 
♦GRAbE LEVEL PREFERRED (Please ©ircld) Pre-school 3-G 7-9 10-12 Any 

♦PREFERRED ^VOLUIITSBR PARTICIPATION (Please circle) Group One-to-one 
♦preferred VOLUNTEER ASSIGNMENT (Please circle) Regular Special 
♦PREFERRED VOLmrTEBR SERVICES (Please circle) Instructional Services — 
Classroom Assistance — Special Services — Monitoring Activities 

WORK EXPERTEtlCE - VOLUNTEER OR PAID 



J5ATE 


TYPE OF WORK 
PRESEMT OR COMPLETED 


ORGANIZATION ' 


PAIiyVQLUNa'EER 



























Personal Reference 



How did you learn of our program? 



As a volunteer, I agree to work within the policies and procedures of*ithe 
Columbus Public School System. 



ERLC 



Signature of Volunteer 



Date 



As on interviewer, I feel this applicant meets the gualifi<:atlons 6f a 
school volunteer. 



Signature of Interviewer 



Date 



♦Code 



♦Ttaining 



♦Placement 



♦School 



Days & Houl^s Assigned 



Starting Dat©^ 



OTMJfilTY RI-SOURCES PEOPLE AND PLACES GOVERNMEm" 



Wn ARTS 


A. 


Franklin County 


A. 


American Hisfory 


1. Art Gallciy 




!• Pioneer Days 




1. War of 1812 


2, Art flistQiy 




(Korthington) 




2. Young People in 


3. Blaek Art 




2* Parks 6 Recreation 




American Revolution 


ARTS AND GR/\FT$ 


B. 


Ohio 




3. Declaration of 


1» Colonial Crafts 




1. Histoticai Slides 




Independence 


2. htik 




2* Nature Study 




4. Pilgrims 


5. Crochet 




3. Parks ^ Recreation 


B. 


Elections fi Voting Process 


4, Ceramics > 




4. Oliio-Indiana 


C. 


Electoral College 


5. Glass Blowing 




5* State Government-Ohio 


0. 


Ohio Constitution 


6. Knitting 


C. 


United Stdtcs 


E. 


Government 


7. Needlework ' 




1. Alaska 




1. U.S.A. 


8. Silk Screening 




2* Boston 




2. State 


Weaving 




3. Hawaii 




3. City 


DAKCE 




4. Maine 




A, County 


1. Ballet 




S* Monticello 


F. 


Housing Code 


2. Ball Room Dancing 




6. Mt^ Vernon 


G« 


Laws 


3* Folk Dancing 




7» Philadelphia 


lU 


International Relations 


4. Modern Dancing 




8. Williamsburg, ^Va^ 


I. 


Legal Aid Society 


5* Rhythmic Dancing 


D. 


World 


^ J. 


What is Children's ^ 


6. Square Dancing 




Western Hemisphere 




Society? 


MUSIC 




1. Bermuda 


K. 


Consum'dr Protection 


1. Classroom Musician 




2; Brazil 


L. 


Criminal ^ Juvenile Court 


2. Autoharp 

3. Dulcimer 




3. Canada 


M. 


Dolls for Democracy 




4. Central America 


N. 


United Nations 


4. Brass Instruments 




5* Costa Rica 


0* 


Vista Volunteers 


S. Guitar 




6. Guatamala 


ENVIRONMIiNT 


6. Piano 




7# Mexico 


A. 


Air Pollution 


7, Pm>pet Show 




8. Panama 


B. 


Conservation 


S. Opera 




9* Peru 


C. 


Ecology 


9. Rhythm Band 




10. South America 


D. Environmental Quality 


lO* Goldenairos 




11. Virgin Islands 


E. 


Shelter *--Past § Present 


. LANGUAGE 5 REMUNG ARTS 


B. Europe 


F. 


Solid Waste Disposal 


1. Creative Drama 




1. Austria 


TRANSPORTATION 5 COMMUNICATIONS 


2* Make-up for Plays 




2. Deitmark 


A. 


Air Travel 


3- Silent Films 




«3» cngiano 


B. 


Bus 1*ravel ^ 


4* Story Telling 




4 . France 


C. 


Truck Transjportation 


5* Puppet Shows 




S. Germany 


D« 


Audio-Visual Tommunication 


6 Scenery- Puppet Shows 




6. Italy 


E. 


Commercial . \ 


liaMBVVND COMMUNITY 




7* Norway 


WORLD OP WORK ' 


1. Care of Pets 




8« Poland 


1. 


Accounting 


2*^ Conservation 




9. Portugal 


2. 


Airlines ^ 


3r Dolls for Democracy 




10. Scotland 


3. 


Airline Hostesses 


4. Ecology ' 




11. Spain 


4. 


Ambulance Driver 


S. Hospital Services 




12. Switzerland 


S. 


Anthropologist 


6. Parks & Recreation 


F. 


Middle Bast 


1 6. 


Appraiser 


?• Plants 




1. Egype 


7. 


Architect 


8. Shelter-Past 5 Present 




2. Greece 


8. 


Xrcheologist 


9. Transportation 




3. Iran 


9. 


Artist 


10. U*S.Mail 




4. Israel 


10. 


Attorney 


11. 2oo Animals 




S. Lebanon 


11. 


Auto Motor Tear Down 


. IIISTORY 




6. Syria 


12. 


Barber 


1. Black ilistory 




7. Turkey 


13, 


Biologist i 


2* Pioneer Days in 


G. 


Africa and Asia 


14. 


Bus Driver 


' Franklinton 




1. Algeria 


15. 


Butcher 


3# Anterican Indians 




2. Ghana « 


16. 


Careers in Mental Rehabil- 


4. Prehistoric Indians 




3. India 




itation 


. CaWNITY HELPHRS 




4. Kenya 


J7. 


Chemist 


1.* Bus Driver 




5. Nigeria 


18. 


Commercial Artist 


2. Dentist 




6** Russia^ 


19. 


Chef 


3. Dietician 




7. Zambia 


20. 


Computer Electronics 


4. Doctor 


H. 


Far East 


21. 


Computer Processing 


S. Fireman 




1. Mainland China 


22. 


Communi(:ations 


6* Grocer 




2* Japan 


23. 


Construction Worker 


. 7* Milkman 




3* Korea 


24. 


Cosmetology 


8. Nurse 


I. 


Pacific 


25. 


Dentist * r 
Dental Hygienist * ' ^ 


&*• Policenian-Woman 




1. Australia 


26. 


10 • Postman 




2. Philippines 


27. 


Dietician 








28. 

29. 


Doctor 
Drafting 








30. 


Job Opportunities ^2 2) 



PREFERRED VOLUNTEER SERVICES 



I. INSTRUCTIONAL 

• > 

A* Orient new students to the school 
B. Reac?ing Tutor 

Math Tutor * • 
' ^ Community Regouifces 

Fielc' Trips 

. F. Assist with Ptoggram / ^ 

Assist with Club Activities 
H. Assist with Music , 
^ I. Assist v;ith Art 

J. Assist with Dance , I . 

Assist with Drama ' . 

L. Reading Stories 

IX. CLASSROOM ASSISTANCE _ 

A. Assist with Classroom Chores 

B. Preoare Instructional Materials Requested Staff 
.C.I Provide Clerical Assistance 

' * Assist, with Special Events. 
E* Assist with Audio-Visual Equipment and Materials 

0 « 

III, "Special services 

A* Provide Counseling "to Individual Studc^itji^ 

B. Assist the School Nurse 

C* Assist in th^ Library ^ 

» . , , 

' ly. MONITORIt.^G ACTIVITIES ^ -* 

A. ^ Assist with Playground Activities 
s , B. Assist with Lunch Room - 

C. Assist wi*th special Pro jecrts . * , 
*D»* Assist with coatS/ overshoes, etc, 

E^ Supervise Field Trips 
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ERIC 



(2.3) 



V 



SAr4PLB 



■ REQUEST FOR SERVICS 



SCHOOT> 



PHONE NO. 



TEACHER'S NAME 



GRADE 
LEVEL 



NO. OF 
CHILDREN 



SERVICE ^ 

SKILLS OR EXPERIENCES PREFERRED 
TOPIC (COMIIUNITV RESOURCE) \ J 

TIME OF SERVICE — DATE ^ ^ 

ALTERNATE TIME — DATE 



WILL THIS VOLUNTEER WORK WITHIN THE CURRICULUM? 
WILL THIS VOLUNTEER WORK IN THE ENRICHMENT PROGRAM? 



FOR OFFICE USE: 



REQUEST RECEIVED 



VOLUNTEER P^jACED FROM CO. 



(Date) 



REQUEST FILLED 



SCHOOL 



(Date) 



REQUEST NOT FILLED 



(Date) 



VOLUNTEER'S NAME 



REASON 
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SAHPLB 



PLACBMBNT FORM 

HAMB or )tfOIit»lTBBR . . . . _ DATE 
ADDRESS ^. 



f 



'number street 



cit;y state «ip code 

flCSHOOli , PRINCIPAL 

mn OF SBR7ICB ^ ^ JOB . , ■ 

SPBCiAL SKILLS OR EXPBRlEJiTCBS ■ . 



BBGINNING DAT^B- DAYS OP ASSIGNMENT 

\ . TIME 

RBQUBSTED BY . . -- POSITION , . 

6RADB LEVEL . SUBJECT AR^A - 



If you have any questions concerning this assignment, 
please call - . : . . ..... a t the school* 

Telephone Nuinber . . / ' - 
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ASSIGNMENT FORM 
COmutllTY RESOURCES 



SCHOOL 



TEACHER ♦S NAME 
GRADE LEVEL 



NO. OF STUDENTS 



PHONE 
PHONE 
TOPIC 



VOLUNTEER "S NAME 



TIME OF ASSIGNMENT DATE 



TIME 



FOR TEACHER 

TEACHER/GLASROOM REACTION (Please answer tho following questions and 
return via School Mail to the Volunteer Services Office) 

Please rate the volunteer's presentation for the grade level 
he/she worked with today. 




Excellent 



Good 



Fair 



Poor 



Please ra*te the material presented by the volunteer in terms of 
its appropriateness for the age and level of knowledge of the 
students in the class# 



JBxcellent 



Good 



Fair 



Poor 



3m Please list suggestions which might help the volunteer in future 
prcecntationb. 



FDR VOLtJNTEER 

VOLUNTEER REACTION Please check the atjoropriate responses and return 
to the VOLUNTEER CERVICES OFFICE^ COLUMBUS PUBLIC SCHOOLS, 270 EAST 
STATE STREET* COLUMBUS - 43215 — USE SCHOOL MAIL, IF YOU DBSIUB. 

^ Tho teacher was responsive to my classroom visit ♦ 

, The students were prepared to receive the material 1 presented^ 

.. The students were attentive, 

„ . . - , The students were responsive (questioned and/or commented) • 



er|c 



Tho material 1 presented was appropriate for the students* age 
and level of knowledge • 

Tho community resources chziirmnn of the Volunteer Services 
Office satisfactorily handled the arrangcraents for my 
classroom visit. 
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PARENTAL APPROVAL FORM FOR STUDENT VOLUNTfiERS 



STUDENT ■ 

Last Name 
SOCIAL SECURITY NO. _ 
ADDRESS 



VOLUNTEER PROGRAM 



NATURE OF DUTIES 



METHOD OF TRANSPORTATION 



First 



Middle 



PHONE 



My son/daughter has my permission to participate as a 
volunteer in the above program. 



Signature of Parent 
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(5.1) 



J 



^ SAMPLE 



VDT.tTNTEER TRAINING NOTIFICATION FORM 



NEEDS you: 



Name of Program- 



Training will begin .,' _ f^^^"^ 



date time 



^ buiiang \ ~ * 

Let us know if we'll see you* by contacting — 



name of person 



building . telephone nutriber 

Please come and learn more about the program. 



Volunteer Coordinator 
Telephone ■ . - 
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SAMPLE 



VOLUNTEER SIGN- IN SHEET 



WEEK OF 



W NAME 


DATE 


IN 


OUT 


QUESTIONS, COMMENTS, REACTIONS 






















■ - 


















r 




















• 












- 






























• 
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WEEKLY 
TOTAL 



•"68*" 



(7.x) 



f 



SAMPLE 



SCHOOL VOLUNTEER TIME SHEET 



MONTHLY REPORT 



(Due by First of Every Month 



SCHOOL 



AREA 



AODRESg 



ZIP CODE 



TELEPHONE NO. 



PRINCIPAL 



VOLUNTEER BUILDING COORDINATOR 



1.. Number of volunteer*, serving 
2. Nuiriber of requests — 



3. Number of requests filled 

4. Number of hours served 



ERIC 
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(7.2) 



SERVICE RECORD TORM 



SAMPLE 



♦NAME 



DAT^ 



♦SOCIAIi SECURITY NUMBER 
♦ORIENTATION COMPLETED ^ 
BEGINNING DATE 



TEACHER OR COORDINATO 



♦TRAINING RECEIVED 



day:s op 
assignment 



\ \time 



RECORD OF HOURS VJORKED 
DATE 19 19 



SEPT. 

OCT. 

NOV. 

DEC. 

JAN. 

FEB. 

MAR, 

APR. 

MAY 



VOLUNTEER: PLEASE COMPLETE THIS SECTION 

*1. May we count oh you next year? 

^ Yes • No Possibly 

*2. Would you lil<e to serve in another . 
capacity next year? 



Yes ' 



No 



If yes, in what capacity? 



♦Total Hours Worked 



ERIC 



At the end o£ a volunteer's service, this form should be returned 
to the Volunteer Services Office. 
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(8.U) 



VDLWii:i:R pata athmK rouH 



*MAMB 



♦SEX 



(number) (8tteefe> (city-»tat«) 
H AGBi UNDER 20 21^40 41^60, , Over <S0^ 



(rip) 



♦FBRSOH to BB KOtiriED IK BMKRGENCT 

FAHIMT— CHlIiDRBll (How many) , AGES 
*PHySICAl# OR OTHER tlMXTAtXONS, IF AN^ 

♦TO TEST (Date) . 

MB)\NS 0? TRANSl'0RTATiOH--PRlVATB 



♦TBI*B» # 



bTHER DEPENDENTS IK HOME 



BUS 



tK>KB 



♦SPECIAL SKILLS AND EXJ^BRIENCES (^leas* ae«cribci) 



*J?RBrjCRRBD VOLUKTEER SOIOOt* (PleaM ipacify) 



DIJ5TRICT (Plca»d circle) K - KB B SB - S - W 
Public Kon-I>ublic . . 



♦AVAItABXLITV (Ple#«« clrcXo) MONDAY - TUUSDAY - KEDNEgDAY - tHURSDAY - FRIDAY 

9-11530 a,m» 1-3*00 p^m. Afttr School 

*ORADn LEVEL rnMrnURSD (Pltjui^a cxiulu) Piv**«C:bDul K'-S 3«^u 7-5 10»*12 nliy 

♦PREFERRED VOLUl^TEEK PARTICIPATIOK (Pltaia circle) Group One-to^oh« 
♦preferred VOLUNTEER ASSIGNMECT (Plca»# circle) Regular. Special 
♦PREFERRED VOLIKJTEER SERVICES (pleaa** circle) Inaferuetloital Servlcca 
Claaaroom Aaiiatahce Special Servlt;aa — Monitoring Actlvltlea 

WORK EXpERiEKen voy,tnrrEER mx PAtn 





DATE 


TYPi^ OF KOUK 
PRKnEOT OR CO?SPf>CTEO 


*0R(;AJiI$5ATT0n 


PAin/VOUtNTEER 

































Peraenul Reference 



How did you laarh o£ our program? 



Aa a vdlunteor^ I agi^ee to W5rk within the policl^a and proceduret of the 
Coluflibua Public School Syatcm# 



Signature of Voluntear 



Date 



Aa aft Intervltiwar^ 1 feel thla applicant meeta the qualiflcationa of a 
uchool volunteer* 



Signature of Intorviower 



Diiite 



♦Code 



♦training 



♦Placement 



^School 



Daya Ir Itoura Aiialgncd 



Starting Date 
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MODELS 

FOR THE OPERATION OF THE 
VOLUNTEER SERVICES SYSTEM 



" Overview . ^gL •* 

A) Recruitment 

Community and Neighborhood 
Organizations, Clubs, Groups 
Business, Industry, Universities 
* ' ^ and Colleges 

Retired Senior Citizens 
Students , . 

Mass Media 

Public Relations Dissemination , 

Techniques ^ ^ 

The Public Relations Committee 

B) Placement . 

Interviewing The Potential Volunteer 
Screening / 
Decision of Placement 

C) Orientation 

Guidelines for Planning »a 
Successful Orientation 
^ ^ Types of Oriehtation Programs 

Designs for Developing Orientation 
and Training Materials 
^ D) Training- 

Guif^elines for Planning ^^'^^ 
Volunteer Training 
'Types of Training ^ 
Design for Training Units ^ 
Categories of Training 
* Sources of* Available Tfaiining 

and Training Materials 
^ E) Recognition and Retentior\ 

Retention of Volunteers v 
Recognition of Volunteers 



^1 ' 



75 
76 

11 
79 
BO 
81 

.83 
89 

91^ ^ 

92 

93 



95 
96 

97 



100 
101 
102 
103 

104^ 

108 
110 



72 
73 



1 



or Further Information refer tb: 

Appelidix E - Sample Public Relations 
Materials 

Appendix F - ^Sample Forms and Outlines 
For Use In Orientation and 
Training Programs ' 
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IV, MODELS FOR 'THE OPBRATlONf OP THE 
V0L13NTEER SERVICES SYSTEM . 



The Recruitment/ Placement/ Orientation, Training, ^ , 
Recognition and Retention Models found in this chapter ' 
are designed to s*upplement the administration and ttianage- 
ment <!haipters which precede this chapter. The models 
are broad in ^sc^p to provide a comprehensive listing 
of alternatives, individuals may select materials appli- 
cable to their specific needs. 

Primarily the mddels stress the processes necessary for 
smooth operation of the specific volunteer actxvqLties. 
Sample materials, worksheets and forms r.eferred to in 
the models may be found in the appropriate .appendix .' 
sections* ; , 



t iiECRUlTMElJT h 
L J 



OPiRATIOKS 



I I 

I PLACEMENT h 
I , - ^ - J 



ro^XOK I 



RECOGNITION AND RBTENTIOil 



I I 
I TRAINING » 
I J 
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h) mt)EZ FOR RECRUITMENT OF VOLUNTEERS 



Without volunteers r there can be no volunteer; program^ 
Volunteers with varying interests, skills and talents , 
insture that the many individual requests for volunteers 
can be filled • 

Once a need for a volunteer program has been identified, 
a volunteer program developed to meet this need and volunteer 
job descriptions defined, the type of volunteer to fill a 
specific position is determined/ It is then the respon- 
sibility of the school volunteer program to finS those 
individuals with the proper interests and talents and to 
recruit them* 

, % .. ^ 

Vto matter how efficient the volunteer services system is, 
it is volunteers who make the system work. To maintain a 
dyftamid volunteer program, a variety of constant, exciting 
promotional campaigns is mandatory. 

Recruitment objectives may be: * 
-To identify the parents^ communi^ *peopl6, or other 
r individuals who have potehtial for becoming successful 
school volunteers. . 
-To develop promotional materials for different 
audiences. 

-To match the available volunteers with the present 
needs*. 

-To recruit the number of volunteers necessary for 

the school volunteer program to function at its 

optimum level* 
-To recruit the best possible volunteers necessary 

for each service to function at its optimum level. 
-To provide adequate application forms for every 

potential volunteer* 

The job of recruitment is one ot salesmanship, in order 
to be successful, the recruiter must never miss a chance 
to sell tfte school volunteer program. His goal is to 
recruit volunteers to fill each available slot and to do 
this, the program must be presepted in a most meaningful 
way. The recruiter must know the school volunteer program 
and be prepared' to talk about it at all times. Many 

• . srr ' 
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proceduros and. matetials for recruiting volunteers are 
listed in this section of the manual. Most vill be useful 
immediately to the recruiter? others vill provide valuable 
food tot thought. ^ 

In planning an effective recruitment campaign, the 
recruiter should give attention to the following 
principle 

^Attempt to recruit from a variety of audiences, 
-Utilize various methods of recruiting prospective 
^volunteers, 

•-Pamiliari«e audience with the entire volunteer 

program, ^ * 

-Show helieCi^t volunteer program, 
-Exemplify personal attitudes 6f; 

warmth 

congeniality 

enthufsiasm ^ <> - 

persuasivenoGS 
-Attempt to select volunteers from a cross section 

of the community, 
-Attempt to set up a personal interview for each 
l>rospective volunteer;, 

A universal concern for a school volunteer program is how 
to involve the urtinvolved and to enlist these people as 
volunteers. When approaching the prospective volunteer^ 
one should J * ' 

, -Present specific needs for volunteer service. 
-Bnaourage both* pers*ont;l and group involvement. 
-Explain to pt^tential volunteers that volunteering ^ 
is a "people project" and that they would be 
welcome members of the voluriteer corps. 
-Demonstrate appreciation of the potential volunteer's 

desire to serve* 
-Maintain an awareness of the person and the personal 
touch. 

-Stress recognition as a meaningful reward for 

volunteering. 
-Involve the interested volunteer in planning 

activities, 

(Fot more specific information on Recognition, refer 
to Chapter IV-E) , 

Before beginning a recruitment campaign, be certain that 
the 02fganis:ed promotional campaign will be able to:.; 
-Explain the school Volunteer program. 
-Explain the available jobs for voluhteers, 
-l^rovide application blanks for volunteers for 
specific jobs, 

3?ublic relations materials and procedures are most effec- 
tive when related to the appropriate audience, 

*he following paycs list the audiences this model 
Siddresscft and the appropriate recruiting methods and 
materials. * 
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COMMUNITY AND^ NEiGHBORHOCiD 



This section provides an outline for a schoq^l volunteer 
program news release for all area media (including 
appropriate sample releases) • This {Section describes 
the community approach to program explanation, the appeal 
for volunteer personnel and the suggestion for the pro- 
vision of a contact name, ad^dress and/or phone number 
and an application form. 

Area Media 

-News releases to all local newspapers 

-Human interest 

-Specific needs 

-Paid Want Ad 
--Newsletter mailed from school 

^Human interest 

-Specific needs 
-TV and Radio ' 

-•Human interest 

-Specific needs 

-Provide paid written one-mihute spot 
i announcement 

I ' . ^ 

Co|nmunity Hand-Outs 

-Brochure for community . - 

-Flyers for community 
-Letters to community 
-Posters for community 
^•Speakers Bureau for community 

Neighborhood personal -tedruitment (Each One Bring One) 
^-Publicize volunteer opportunities which encourage 

men to volunteer • 
-Door to door campaign conducted by parents or 
students # 

-Distribute flyers 
•^Discuss isehool volunteer needs 
^DiscuaiM voluftteers working in the local schools 
and rfelatfe what aomt are already doing 
•-invite neigF j>rs to coffee time at the school or 
to Mbmonut^ » horn (isierve coffee^ tea, cookies). 
-Digtribute flyerfit^^ 

-Disdusy fidhool volunteer, needs, ^ / 

-DineuW voluntaeir« WorT^ing in the local schools 
and relate what some are already doing 
*-Phofte people in the community - using Polk Directory 
J^or named of people in the neighborhood. 
" -*Schooi parents (come and help with a special 
project) • ' _ 
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ORGANIZATIONS, .CLUB6, GROUPS ' ' / ' 

This section provides an 'btitline for a school volunteer 
program news release for all a:rea media. This section 
describes the interest group approach to program expla- 
nation and "appeal for volunteer personnel ^nd the 
suggestion for- the provision of a contact ''name, address 
and/or phone numbel: and an application form. 

Introduction of Program - ' 

-Iietter to describe volunteer programs , 
-Meet with a representative of group 
•^Present needs 

-Help set' up proposed program 

In-Souse Publicity 
-isfews letter 

-Bulletin Board •* . 

Handouts 
-Brochure 
-Flyers 

-Posters , ' - 

Speak at Meetings - using slide presentation available 

Personal Recruitment (Each One Recruit .One) 

Publicize volunteer opportunities which encourage men 
to volunteer. 

Explain possibilities of an Adopt-A-School Program 
-Can start with minimum of two volunteers and 
' build-up until all school needs are met. 
-Fills a need of a school close by 
-Can be one-to-one activities or groups 
-Is good for community relationships (VSS awards) 
*May help keep membership, recruit new members 
-May be organized to offer school activity 
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BUSINESS, INDUSTRY, UNIVERSITIES AND- COLLEGES 



Today, corporations and colleges are looking for ways to 
iiecome involved in the community. The time is right. This 
section provides you with, some possible ways to implement 
corporate volunteer programs. 

* _ * 

VJhen looking at a company, check the following: 
-Size number of enlployees 

-The e:j<istence of departments that work in the 
community, i.e* 
-Urban Affairs 
-Public Affairs 
-Public Relations 

lichen app^ifoaching a company, consider the following: 
-How will an affiliation with volunteer services 
benefit the company 

-What kind of exposure will the company get (some 
want exposure and hme don't so consider alternatives) 

When talking about the benefits of a volunteer program, 
sell groups the following ideas: 

-Benefits of volunteering to the individual (using 

realistic situations and examples) 
-Benefit of volunteer service to the community 
-Resources 
-Accessibility 
-Knowledge 

-Positive company exposure {i£ this is a consideration) 
Today most companies need to become visible in 
their community. The community is requiring this 
and the companies don't know how to respond You 
can help them in this v;ay and act as an agent for 
them* 

The most important concept, regarding approachihg a 
company, involves offering mutual benefits, i.e. asking 
for something and offering something back. Volunteering 
offers many rewards and corpofations need to know about 
?them. All too often community agencies approach a company 
with their hat in hand;^ Vague reqCtests are often 
.lineffectivos the public relations person must have 
specific ncGd^ detailed and a program for service which 
relates to both company and volunteer interests* 



Icfel[S of ijelling program 
\ • -research a company and be able to converse with the 
J' ^person about his company 

^Know what is needed before asking 
;V\ -H^ve good material on the school volunteer program 
(^fhorough preparation help to make a good first 
\ impression) 

\rHave public relations ideas to sell: 

-•When the company volunteers are involved, 

many local newspapers pick up on it 
-Also, company newspapers are a good way to 
spotlight employees and employee e^qposure often 
affects company morale • 
Participation in a meaningful volunteer program will help 
people from the company to become more aware^ of the 
community and its people* Also, it will help the community 
to become more aware of the business and its efforts in 
the community • 

What are the kinds of involvement potential volunteers 
might pursue: 
^One-to-one 

-tutor - math, .reading, science, language, etc. 
-Guidance volunteer 
-Big Brother 
^ -^Communxty Resource Volunteer 
-Library Volunteer 
-Field Trip Volunteer 

-Consultant to Volunteer Services System in 
business procedures 
-Member of Volunteer Services Boards 
Agencies need corporate involvement and the agency board 
exparience can be good training for future corporate 
leaders^ The hope is also that the individuals involved 
might become positively involved in the total community 
concept. 

Help to the Community J 

-Companies have resources other than mone^^ vhich they 
taay he willing to volunteer or donate. 
-Material 

-Computer time - " 

-People 

-Contracts (business) 
-Once a company becomes involved, it will be better 
able to analysse its needs and resources as they relate 
to volunteer projects. 
"-An involved company can act as a catalyst to encourage 

other companies to become involved. This means 
' recruiters solicit the involvement o£ the company 
that is a leader in the community, i.e., banks, etc. 
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RETIRED SENIOR CITIZENS 

Todaiy there are more and more retired Senior Citizens 
who want to work within their community, to remain useful 
and to share their skills and experiences with students. 
Involvement can keep the senior citizen young and active: 
meaningful activity benefits both the old and the young. 

Senior citizens can help in the school by: 
-Assisting children with written work 
-Helping with reference work 
-Preparing teacher's materials 
-Assisting with clerical work 
-Developing reference files 

-Talking to students -'offering friendship, etc. 

-Working with simple skills - offering practice 
opportunities - tutoring 

-Offering guidance (career, situation, etc.) 

-Providing arts and crafts education and/or experiences 
MOST IMPORTANT OP ALL - A SENIOR CITIZEN CAN OFTEN REPRESENT 
A GRANDPAICIENT FIGURE TO CHILDREN WHO HAVE MONE ^ 

How to Recruit 

-Approach senior, citizens ' clubs. and organizations 
-Seek out local Retired Senior Volunteer Program 
organization 

-Contact city senior citizens' recreation centers 
-Contact local voluntary action centers 
-Contact churches and temples 
-Contact retirement organizations 
-Contacft neighborhood organizations 
- -Host neighborhood coffees specifically for senior 
citizens* 
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S»rUDENTS 



Student publicity includes all materials aimed at students, 
on elementary f junior high, senior high and college levels. 

Students volunteering to work with students have proven 
to be valuable volunteers. There are statistics which 
suggest that students who volunteer frequently learn as 
much and often more than those receiving the volunteers' 

There are many ways to recruit srtudent volunteers but 
perhaps the most suitable methods would involve personal 
contacts. 

Check the schools 

^Bulletin Board displays 
-Flyers 

-Student Council (regarding service projects) 
-Posters 

-Speakers Bureau developed in the school 

-Students volunteer by becoming volunteer 

speakers 
•^Speech training offered 

Check school clubs 
-Speakers Bureau 
-Flyers 

Contact split session students 

-Elpctive credit ^ 
-After school 

Cooperate with guidance counselors ^ , 

-Elective credit 
-After school 

Publicize volunteer opportunities which encourage both 
male and female studecu^**" to volunteer. 

A special applicatio'rr £orm ,has been, provided for students. 
(A sample of this form is provided in Appendix '"E") 
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MASS MEDIA 

"theso are helpful techniques to be used when planning a 
Recruitment campaicm. Tlie appropriate camples can be 
found in Appendix **B*S 

Ton. Commandments fo r Geirtinn Alonct with thfi Mn^s? Mf^A^> 
Here are 10 comniandments which should put you on the 
right road to v;innincj friends in the mass media • 

-MaTce cure all information is included in your f " 

^ press release: who? what? where? when? whv? 
(and how much it will cost) . ^ 

-DO KOT include a lot of repetitious, unnecessary 
or extraneous information, 

-Write simply and clearly. Don't worry about 
style: all media rewrite to fit their own needs. 
Just make sure all the information is there^ 

^WPE XT I Double-spaced, Xf you don»t tvpe, find 
someone who does* NEVER SUBMIT A RELEAsi WRITTEN 

m lom HAND. 

-If you know of a specific person at the media who 
handles your type of copy, send it to their attention. 
Otherwise^ address the envelope to the editor or 
news director. 

-Be ^vf^te of deadlincis for spot nc:W£> copy: 
-for the evening edition 
-for the morning edition 
-for the 6 p,m, newscast 
-for the 10 p.m. newscast 
-for the hourly radio newsdast 
-for weekly newspapers \^ ^ 

-Timing of press releases: for daily newspapers 
and broadcast stations a press release should be 
sent between one and two weeks in advance of the 
event , 

-Always make sure the following information is 
on every press release: 

-The naii]<3 of the group sending it. 

-A person and telephone number to be contacted 

for further information. 
-A release date and time. (Example: **For 

release in evening editions and ncv/scasts, 

Thursday, Dec ^**) 
-That tlie item is of local interest." (This 

might also bd mentioned on the enclosing 

envelope.) 
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•.Kever attcn^pt to send your own pictures of an 
event* All nev;s media have their own require- 
ments for pictures and employ professionals to 
take them* (Exceptiont a hoaci and ohoulders, 
profe£3sionally done picture of a speaker, is 
normally acceptable and often v;elcomed,) 



-Make sjute your press release has a '*news angle" 
or a r canon for ^sending it* And that the most 
importar^t fact is in the first paragraphs ^ 



Public relations was easier in the "old days" when any 
publ^icity was considered by many to be <jood publicity* 
Tod4y there is increasing competition for limited media 
spacfe* For this reason, the public relations person in 
charge should follow ten important steps to assure the 
valu^ and use of the materials; 



^Dfefine the reason for seeking publicity* To be 
newsworthy, each article or newscast must have a 
pt^rposo: 
\ -to inform 

j -to persuade ~ 

I -to initiate action 

'pto facilitate social contracts 

-Develop contacts. Develop a list of people to contact 
at the various media offices and departments* Know 
wiio Want* what tvpe of story* 

-Deveiop a good P*R* Hoference Pile including guide- 
line^ from local media^ .f^ccurate names "of {)eople t6 
contapt, calendars of events of organisations,^ past 
articles that are good examples of promotional/ materials 

-Time the release of the articles so that the various 
media hito not running the same thing at the same time, 

-Keep a reco^ of which media was sent what type of 
article* Vary^vthe types of releases for each media 
throughout the year* 

* 

-Release only newsworthy, purpps^^ful material* Do 
hot sitbmit ai^ticles ^indiseriminatolif . 

-Focus on the right audience and the correct vmy of 
approaching the group identified. In other words^ 
the type o^ information and the style of the article 
should be kiitable to the target audience. 

Miicet deadlihcs. Type information correctly* Be 
, precise. 

^-Designate one person to contact media. Do not pass 
the public relations responsibility around. Uniformity 
and coneistency are necessities when working with mass 
media* 

♦ 

-BxprOim gi-atitude to media contncta fot including 
axticlGu in a natural, low key way. 
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PiSSEMimTION TEPIINIQUES T^IX PUBLIC RELATIONS 



Press Releases 

Press releus^s can he used by local or neighborhood 
newspapers, radio or TV. A pres^ release is nothing 
more than a simple statement of facts ♦ It should not 
b6 elaborate. 

-Types of information that are appropriate 
-Announce axi upcoming meeting 
-Announce, a nev; staff ^rietnber 
-Inform public about new program or service 
-Announce the reaching of a goal 
-Announce fund raii^xftg*^ activities 
-Announce an upcoming event 
-Submit a follow-up report of an ^v^nt 
-Notify media of a human interesLt s^ory 

-Include the '^five W s'' ^ 

who - agency or club name 

what - describe what's going on 

where - the location of event 

when - the date and time 

why - reason for 

how - how will program work 

-Preparing the press release 

-Use Bh X 11 plain white paper 

-Double space 

-Never use eaibon 

-List media receiving relea£;es 

-Keep copy of release sent 

-Date all releases 

-Give full reference material upper left hand 
corner 

-name of program 

-name of sender 

-address and phone 
-place date for release on copy 



-Know the correct procedures for using pictures 

-The media will often take the necessary pictures 
however, if this is hot the casje, hire a photog- 
rapher and pay his price,; Quality photography 
is essentials 
-It is customary to obtain a signed release from 
all subjects in a photograph* Pictures without 
people in them are v;orthless» It is also impor- 
tant to notify media a picture is on its j^^ay or 
that a good picture is available* Never throw 
a picture away* Another use may arise for the 
same shot. 
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Radio and TV Spots 

Radio and TV can use the same wrij:ten announcements 
supplied to newspapers. • 

Twenty and sixty second spots are more often used 
than ten or thirty second spots; however, a variety 
of timed spots should be included. 

A page of spot announcements for TV usage should be 
accompanied by slides of the logo, the name of the 
organization and the telephone number to contact. 
These can be used in varying combinations by the media. 
Slides of actual volunteer situations often catch the 
interest of the viewer. Professionally prepared slides 
cost approximately $10,00 each. 

Direct Mailings 

Mailings to a target audience- are effective. The 
mailing can take one of many forms - a form letter, 
a brochure, a flyer, a ginunick post card or an 
educational pamphlet. 

Cost is a factor here and should be taken into account 
m determining the usefulness of this promotional 
technicfue. Bulk mailing .is the obvious answer but 
can only be used when mailing inx-olves more than two 
hundred people. 

Posters and Bumper Stickers 

Posters and bumper stickers are great proraotiohal 
tools. They give a first glance impression so it 
should be brief, catchy and good in design. 

Ceneralizable Printed Matter 

Brochures, flyers, pamphlets, leaflets or booklets 
can be developed for general background or educational 
information or for a specific purpose. Since cost 
of printing and paper is high, the information should 
be general and valuable enough to warrant printing 
large quantities and using these over a long period 
of time. * . 
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Kewa letter ft 

Newsletters; are an inexpensive means of communicating 
with people involved in the program or those interested 
in staying informed of the latest developments* 
newsletters can relay meeting or training notices^ 
the latest "great idea"» capsule articles of specific 
occurrences^ changes in policy or procedures that 
affect the reader, etc, ^ 

Acquiring thd information for a regular release is 
a large task. The person or committee responsible 
for collecting information and developing the news- 
letter should remember the following techniques? 
-Keep your ears open, if something sounds 
interesting^ make a personal contact with 
the source of information, 
-Know to whom to go for the most informations 
Volunteer Program Chairmen and Area »nd Building 
Coordinators should have the most information 
about what is happening v/ith volunteers. Keep 



•^Xnforra all people connected with volunteer services 
of the telephone number to call if an interesting 
story occurs. Relaying information verbally is 
generally easier for people than having to* write 
it down. Make it as easy for the reiaycr of 
information as possible. The burden is on the 
reporter to follow up on the details, 
-Supply everyone with a news report checklist. 



Hear Volunteer s 
We ask ONE MlurtJTB of your tim^— just a quick rundown 
over this checklist of items we might Use in the next 
issue of the newsletters 

Do you have information concerningt 
„^„.,,^ A novAl classroom project 

Suggested* volunteer reading 
, Suggested programs for volunteers 

^ ^ Volunteer activities that should be commended 

...... Summer plans for study or travel 

^...^ Completion of a tiovel project 

, Suggestions for improving Commurticajjions within 

the school volunteer program 
, .. ; . Awardit or distinctions received by a volunteer 
^ A volunteer system used in another school district 

that might well be put into practice here 
^ Questions about school district policy that might 

be of general interest to other volunteers 

Questions about new buildings, new program*, 

changes in curriculun(»Si etc, expressed by a 

number of volunteers 

Honors that have come to a student through the 
efforts of his volunteer 
^^^...^ Another item that would be good to include in 
the newsletter 
other <■ ^ . . 

tlease send this form to Volunteer Services, appto- 
priately checked, before the end of the month. 



in touch I 




SAMPL15 



Thank you. 



YOUR KAf!B 



PHONE NUMftKn 



.A speaker's btjjfcau is one of the newest methods employed 
to cfain support or generate interest within a group. 

-The Speakers 
3*hc speakers should be carefully chosen and have 
the following cjualif ications: 
*»Be a school volunteer 
-Be able to express self effectively 
-Be able to speak of own experiences and react l6pnj 

as a school volunteer 
-Be able to relate history, services and needs 

the school volunteer program 
-Be available to speah as assignments are made 
-Be an effective speaker in a large or small group 
-Be an effective speaker in group situations 
-Be able to suggest how a given group may volunteer 
or give assistance to the school volunteer program. 

-l*raining of Speakers 

A suggested training session might involve: 
-Suggested outline for presentations 
-Techniques of public speaking ^ 
-Practice sessions 
-t)evices to usd in presentations 
-Appraisal of effectiveness 
-Expected outcomes at presentations 

^-►Materials Used in Presentations 

••Title cardj^ " . 

animated cards 

flip or -pull cards 

letters over picture 
-Transparencies 
-^Slides 

-"Live*^ porformancea 

-Puppets V 

audio introduction 

visual introduction with cards 
-Books 5* ^ 

pages turned to tell story 
-Charts or posters 
-Audio effects 

theme music 

background music 

sounds of volmtcer 

sounds of children 

-Materials provided for the audience 

-Brochure explaining volunteer programs 
-Application forms 

-Other informative materials appropriate 
to the audienco 

other P*ft* Mrttffrialy and Nethocis 

-Outdoor adv<^rtising ' 

-Loudspeaker cars 

-Spotlights in the sky 

** Skywriting 

-Proclamations 

-Personal Interviews - news conferences 

-Letters to the editor 

-Wsplays and exhibits 

-Plastic tote bags or badges stating them# 

-Open houses ^ r " * 

100 

-80- 



THE PUBLIC RELATIONS C0I4MITTEE 



A Public Relations Committee is vital to the life of 
continuous promotional - public relations campaigns. 
For each campaign a plan is established including: 

-The goals of the campaign 

-The target audience 

-The resources needed/available 

-The media to be used 

-The priorities 

-The schedule to be followed 

-The cost 

A viable committee .should include menibers capable of 
and responsible for: 

-Organizing and coorjdinating committee activities 
-Contacting the media, providing news releases, 
arranging for pictures, working with the public 
relations deoartment within the school system 
-Gatheri-ng, organizing and editing the newsletter 
-Distributing and mailing all materials 
-Organizing and coordinating the speaker's bureau 
-Finding and creating new ideas and materials 



101 

-89- 



MODEL EPR PtACEMENT OF VOLUNTEERS 

Once volunteers are tecruitea, they must be placed m 
assignments which best use their talents and which represent 
areas in which their services are needed and requested. 
This model provides the methods and materials necessary 
for placing large numbers of volunteers into school volun- 
teer programs* 

Objectives of placement may be developed as follows: 

-To analyze the individual's ability to provide 
services through the volunteer program ♦ 

*-To place each volunteer according to the job to 
be done and the qualifications required for 
effective job performance, 

-To ascertain whdt'kind of service *a volunteer 
prefers to perform* 

-To determine the time and location a volunteer 
is wi 1 ling, to work • 

-To make volunteers aware that changes in placement 
can be made and can be initiated either by the 
volunteer or the school personnel. 

The model is organised into the three processes, 
interviewing, screening and decision of placement, 
which comprise the total placement procedure. 
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inTERViEiaiiG THE poTmyririL volunteer 

The purj>Dae of a' porsotial intorviev; is to cletermxne whettier 
th€i potential volunteer will be useful to the program and 
if so, whore the pro:i^pect*s talents can best Ibe utilised, 

Interviewa are usually conducted by the Volunteer Building 
Coordinator, However, the procedures for conducting an 
interview can be taught to others v;ho might wish to be 
involved in this phase of placement* 

To make the interview meaningful, the interviewer should 
have a definite idea of the personnel requirements of * 
individual volunteer programs iucluding the talents and 
sVdlls whi.ch will be needed by a potential volunteer to 
participate in the volunteer program in question* Ti^e 
interviewer fshould also be able to evaluate an applicant's 
personality to determine how the applicant will relate to 
cithers involved in the volunteer program. 

The aims of the interview are: 

-To become acquainted with the potential volunteer • 
-To develop understanding by the prospective 

volunteer of the program, 
-To make the potential volunteer feel needed* 
-To identify v;hat the volunteer is prepared to 

contribute, , 
-To identify what the volunteer would like to do. 

Inhere must be give and talte in the interviewing process. 
The interviewer eulleciu data on the potential volunteer 
concerning t 

-Interests 

-Talents 

-Skills 

-Abilities 

-Personality ^ 

The interviewee learns about: 
-JPurposes of the program. 
-Need for volunteer help. 

-Responsibilities involved in the various jobs 
v;ithin the volunteer j[>rogram. 

TJiore will be times that a personal interview will be 
impossible to set up? therefore^ a telephone interview 
may be conducted. It is wiser to conduct an interview 
on the telephone if a personal interview is nc^t possible 
than not to interview at all. If the interviewer still 
has questions about the telephone interviewee ^ a personal 
meeting cart still be arranged as a follow up* 

An interview is a converation whether it occurs on the 
telephone or in person. Complete guidelines for inter- 
vicx'/ing volunteers have been provided in the Interviewer's 
Handbook, Appendix **G^'. 
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SCREENING 

What Icind of individual should the school volunteer be? 
If a magic formula could be devised, the ideal school 
volunteer should: 

-Be a friendly, reliable, flexible, young or 
mature adult. 

-Have an interest in children and a desire to 
worlc with them. i 

-Have a good professional attitude, interest and 
enthusiasm for working vith young people and have 
ability to work cooperatively with school personnel. 

-Have good health and good moral character. 

-Have adequate communication skills. An 'important 
exception to this gualification is the volunteer, 
who, though she may know very little English, can 
converse with a non-English speaking student in 
his own language and make his school environment 
more understandable to him. 

-Recognize that educational handicaps contribute 
largely to the waste of human resources. 

-Feel deeply an obligation as a citizen to support 
and help the schools in their effort to educatte 
each child to the limit of his capacity. 

-Already have - or be willing to acquire - skills 
that are needed in the schools. 

-Have talents that can enrich the school program. 

-Simply have time and a willingness to serve. 

Analysis of motives Can determine interest in a school 
volunteer job, ability to do the work involved and the . 
value o£ the volunteer to the program. Frequently 
expressed motives for- volunteering include the following: 

-Service to the community. 

-Need to be needed. 

-Need to combat monotony and desire for expansion 

of interests and activities. 
-Need to volunteer because others volunteer (conform 

to social norm) . 
-Need for social interaction (often a form of therapy) 

Once on a job, a volunteer develops new awareness of whkt 
this service means and frequently the volunteer develops 
a new attitude toward the job and often a more meaningful 
reason for volunteering emerges. 

The Volunteer 'Building Coordinator must be trained to 
assess the interests and abilities of the potential 
voluntee/, to make assignments which afford the most 
meaningful experiences for the teacher, students and 
volunteer , | Q .j 



DECISION OP PI.ACEMENT 



A volunteer ig placed only if a teacher requests service . 
l*he reguoct for service is sent by the teacher needing the 
service to the Volunteer Building Coordinator vho ultimately 
makes the decision for placement • The coordinator should 
be positive in his decision and should help the volunteer 
prepare for hisAer assignment. 

-trhe decision may agree with the request of the volunteer. 
-The decision may differ from the request of the volunteer, 
-the decision may be not to use the volunteer ♦ 

Usually the first decision is reached, and the volunteer 
accepts the logical job 'for him. If the decision is 
different from what the volunteer had initially desired 
but more suitable to the abilities of the Volunteer, the 
volunteer is most often hap^^y with the placement. 

Wio coordinator s;hould make every attempt to place a 
volunteer soon as possible. Hnthusiasm cannot be 
maintained forever and the program is losing hours of 
well-motivated time if placement is delayed. If there 
are legitimate delays, the coordinator must be certain 
to explain this to the volunteer. 

t{ the decision is reached that the volunteef does not 
fit into the program, the coordinator should have considered 
the reasons for not using the volunteer based on the 
qualification of a school volunteer. 

Th* difficulty of not placing a prospective volunteer 
occurs because: 

-A free gift of time and help has been offered 

^'Shic frca gift ia h^itig rejaeud 

-Anxiety may develop within the volunteer expressed by 
-Hostility and anger at the coordinator of 

the program 
-Depression caused by feelings of inadequacy 
-Relief after roalissing this v/as really not 

the desired placement 

These difficulties may be overcome by: 
-Explaining the decision courteously 
-Being honest 

-•Emphasizing the strengths of the volunteer 
-Discussing other ways a volunteer may help 
-Referring the volunteer to another program or agency 
-Referring the volunteer to a social service agency 
for assistance 

When placement has b6en eomfjleted the volunteer should be 
introduced to staff and other volunteers, and arrangements 
should be wade for the volunteer ^s orientation and training. 

After a placement, orientation and training decision has 
been made by the volunteer and the Volunteer Building 
Coordinator, the placemont form is filled out. It is only 
after this form is completed and stapled to the interview 
schedule that the Data Chiiracteristics File receives the 
volunteer *s name and other appropriate information. 

Th6 placement of a volunteer in the right job is crucial 
to his/her career* The placement must b* done cautiously 
with both parties remembering th^it no placement Is final. 
Placement changes can be initiated by either the volunteer 
or the teacher ♦ 105 
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C) MOPSL FOR OPiKCTATION OF VOLO^!TKBRS 

Orientation is the proceas of acquainting the volunteer 
vith the school program an it relates to volunteers. To 
unaerctiina how they fit into the total volunteer program, 
the volunteer hecas to understana something of the beginnings 
of volunteerism in the system, the neea from which it grew 
ana the Hinas of services volunteers are currently providing 
in the schools* Volunteers ate also interested in being 
part of a growing organization; they can become very excited 
when they he5r about volunteer programs planned for future 
implementation . 

Orientation really begins with the volunteer *s first 
association with the school volunteer organization » 
therefore, much of the information related in answering 
inquiries concerning volunteer opportunities or inter- 
viewing potential volunteers is orientation information* 

Once h prospective volunteer has decided to offer his time 
to help in the schools, an organized orientation program 
should be available. Providing this orientation for centrally 
recruited program volunteers is the responsibility of 
the voltUitecr services staff* Building personnel are 
-responsible for orienting classroom volunteers recruited 
from the individual school community* It is, of course, 
desirable that volunteer orientation oecur before the 
volunteer begins to work* < \ 

The purpose of orienting volunteers is to prepare the • 
volunteer tor service in school voluntet?r programs or in 
the individual school v/ithin Uio framework of the policies 
and procedures of the volunteer services system and the 
participating schools. 

The goal would then be to staiff school volunteer positions 
with thoroughly oriented volunteers* Objectives for an 
orientation program may include the following points: 
-•Orientation should transmit positive attitudes 

fundamental to successful school volunteering* 
^Orientation should establish for volunteers the 

need for jobs they will be doing and what benefits 

students will receive from the time they give. 
-^Orientation should provide the volunteer with 

information about the alms, objectives* policies^ 

and procedures of the volunteer program^ 
-Orientation should i?trei?s th^ relationship of the 

individual volunteer's spociijfic job to the purpose 

and work of the total ptogra^n as it relates to 

the school and its personnel!* * 
-Orientation should make the volunteer aware of 

the basic organizational structure of the school 

and its volunteer program* 
-Orientation should include a definition of the 

Volunteer's role as a complimentary nt^ber of 

the sehool educational team**; * , 

-orientation should provide an opportuil^ity to 

distribute handbooks ahd oth6r printed Qtafeerials 

pertaining to voluntcerism and the volunteer. 
-Orientation should promote aji feeling that a 

volunteer is n vital, foiwariii moving^ intejresttd 

and innqvativo part of edueation. 
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CUIDUr*INBS FOR PL-^JWIHG A SUCCESSFUXi ORIEHTATION 



ttlic general orientation should be u special event involving 
all school voluntcer^i I'opresontativcs from administration, 
community rcprenentativcs and ulaff • The invitation for 
participation could alsa include anyone in the Community 
yfho might be interested in school volunteer ism. If this 
is done, the opportunity for further questioning or for 
signing! up should occur after the general meeting* (This 
offers kn excellent forum for recruitments) Orientation 
for building volunteers should be planned by the Principal, 
Staff Coordinator and Volunteer Building Coordinator vith 
the cooperation of the Area Coordinator • 

Pre-Pl arm i ng 

Cbvioui;lyi careful pre-planning is essential for a 

successful or^ientationt Attention to details is important. 

Selecting a pleasant place for a meeting and ^providing 

adequate seating, name tags and friendly people to greet 

and make velcome those who attend are some of the little 

things that help create a good climate for- the session* 

The following list enumerates additional items requiring 

planning attention: 

-Competent Orientation Leader. 

-Representative from Volunteer Services System (normally 

the Area Coordinator) . 
-Interesting, stimulating program participants, 
-Meaningful audio- visual material, * 
-Good publicity - the "invites'*. 

-Opportunities to recruit interested visitors - an open 
invitation to the scliool orientation session may bring 
in interested people from the area who hdve not yet 
•* signed up'*# ^ 

-The '^coming out" of tw community (volunteeir participation) 

-Representation from upper administration (cjeneral 
volunteer orientation only) , 

-ncpreoentation from Board of Education (general volunteer 
orientation only) , ^ 

. Informal id Oh Inclmled in thp! Orientate nn Proetr^nm 
-History and structure of volunteer services. 
-Purpose, goals and objectives of the volunteer program 

including the value of volunteers in education* 
-Areas in which volunteer assistance is needed, including 

basic sTcills required in each area* 
-Role of volunteer, how he relates to school, staffs 

coordinator, students and comtsiunity, 
-Personnel policies, procedures and regulations affecting 

volunteers in the school building, 
-General characteristics of the groups with whom volunteers 

will be working, 
-Duties the volunteers will perform. 
*»Whom volunteers may approach to get advice, guidance 

and information. 
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TVPES OP ORIENTATION PROGRAMS 



-A v.^ell-plannod orientation can be meaningful - the 
participants fuel they beloncj to a largo vital 
organi nation ♦ 

-Orientation ropresGtits an opportunity for good publicity 

for the school in the neighborhood* 
-Orientation represents an opportunity to bring out 

interested people vho may want to volunteer but need to ^ 

decide if they will fit before actually offering tiieir 

eervico$i. 

Genr*rAl C j tv*-VH t % Jjrjpn^ 

-Dig progra^a can bo isiiprcssivo - the participants feel 

they belong to a larye* vital organizution, 
-Chance with only one central program to get community 

leaders for s^Deahers* 
-Chance for gat^d publicity. 

-Chance to bring out interested people who may want to 
volunteer but need to decide if they could fit before 
actually offering Uioir services* 
-Channeling all efforts into ono big program rather than 
fracimenting efforts. " 
The disadvantages of a l^rge orientation could be that 
a large group often laclcs a needed personal touch and that 
a poor turnout to a big orientation is very discouraging 
to all. Seating, cof feeing, and passing out materials 
to a maat; is difficult to do in time lines* Some area 
volitnteers may feel uncomfortable at a social function** 
orientation* 

A 1 1 cr n p ti-vo. An m* ^-iac>'^.r-» n f ^ Ori p n ^-va-t io n 
In addition to orientation of volunteers offered to an 
all-city or all-building audience, orientation materials 
should bo available for other special! groups: 

-Orientation for individuals recruited after, the central 
oricntotion has occurred* This orientation could occur 
* anytime after the initial orientation. Perhaps when 
l5-2g new volunteers have been recruited, a follow-up 
orientation could be planned. 

-Orientation for special groups intclcsted in volunteer 
services* This orientation could bo prepared for a 
business or organisation and could be offered at the 
regularly scheduled group meeting of that business or 
organisation. 

-Orientation for people utiable to attend- regular volunteer 
orientation sessions. This* orientation could be offered 

V by tape recording or video taoing a planned orientation 
session and making the tape available for viewing by 
individual or small groups of volunteers at their con-* 
venicncft. 

-Orientation one-to-one. This orientation cbuld bo 
handled by planning an individual session bot^^eon a fitaff 
person and the volunteer using all available printed 
material * 
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PESIGMS FOR PEVBLOr ING ORIENTATION hW) TRAINING MATERIALS 

Di^sicrji for a Voli^ntec^r Services? Syfitem Manual 

Purpor.c - To coordinate building level and central 
office based^ volunteer sfetrvices operations Into 
one comprehensive mait>ual. 

jSoal To disiseminate the school volunteer 
man^gesiient system policies, procedures and 
materials to the individual schools using the 
system and to centrkl office based volunteer 
progr^m^ personnel. 

Objectives 

Jrb make avail^blfe clear "workable" complete 
set of Riaterials to system users. 

-JTo identify standard policies and procedures 
of the Volunteer Services Office as they 
relate to the school system. 

-To list materiars and services available 
including the procedures for requesting these. 

-To pi*esent clear communication guidelines for 
information dissemination and feedback within 
the system. 

-To present standard descriptions ot positions 
and duties pertaining to individuals, staff 
and volunteers, working within the system. 

Tarcret Audience 
^The manual, represents the compilation of the total 
materials to be used by the management system of 
the Volunteer Services Office. Therefore, this 
mariual represents a major work in both scooe and 
&ize* A complete manual will be housed in each 
school bffice involved- in the management system 
volunteer program and will be available as a 
resource to ail individuals, volunteers and staff, 
involved in the program. 

Each area coordinator will also be provided with 
a school Volunteer program management system manual 
to be used as a re£{ource for establishing building 
volunteer programs. The Volunteer Services Central 
Offi<'i=' will be provided, with an adequate number of 
manuals for servicing central based proctrams. 
Handbooks Containing soccific materials will be 
prepared for the personal use of specific groups 
(vo^tmteers, teachers, chairmen, etc.) involved 
in the school volunteer program. 
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Design fdr Volunteer Services Sygstem Handboolcs 

Purpose Ho prpxride specific handbook materials 
for those groups involved in a Volunteer Services 
system. ^ 

1^ ' ' ■ 

Goal - To disseminate the school volunteer services 
system policies^ procedures and materials soecific 
to individual job descriptions of groups involved 
with the total Volunteer Services System • 

Qbieotives 

-To make available clear "workable" materials 
specific to groups involved in the management 
system. 

-To identify policies and procedures as they 
relate to the groups involved in the Volunteer 
Services System. 

--To list materials and services available to 
groups involved in Volunteer Services System 
including the procedures for requesting these. 

-To present clear communication guidelines for ^ 
information dissemination and feedback as they 
relate to groups involved in the Volunteer 
Services System. . 

-*To present standard descriptions of positions 
and duties as they relate to groups involved 
in the Volunteer Services System. 

Target Audience 

Handbooks containing information pertinent to 
specific audiences should be provided. The 
material available in these handbooks represents 
a careful abstraction of the contents of the 
comprehensive volunteer services manual". 

Types of Handbooks \ 
Area Coordinator Handbook 
School Administrator Handbook 
Building Volunteer Chairman Handbook 
Staff Coordinator Handbook V 
Volunteer Handbook 

Teacher Handbook . ? 
Advisory Council Handbook . 
Central Office Volunteer Program Handbook ^ 
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MOnEf. FOR TPMNIIIG V OLONTEERS 

Training is aiffctent from orientation. Training is a 
process for providing the volunteer with specific tech- 
niques and skills which he can utilize in hxs volunteer 
service. Training falls into three basic categories, 
preliervice training, on-the-job or in-^ervxce training 
and on-going training. The goal of all training offered 
to the volunteer should be to upgrade the knowledge, 
skills, confidence and motivation of the volunteer . 

' When developing training modules, an effort should be 
made to identify existing training P^'^^^^^/Pf i^jf ^« 
and available to volunteers m any area. To ^° 
to avoid repetition in planning time and_in costs for 

providing training. 

Effective training must make available enough specific 
information for a volunteer that; the vblunteW services 
rendered are meaningful and rewarding for the school 
population served and for the volunteer, ^^^^^l^^^^^ 
preparing the volunteer alone is not enough. 
Sators Ind teachers also .need ^i-e-tion to utilize 
mnfit effectively volunteer services offered and to 
nrovidc meaningLl guidance, assistance ana on-the-^ob 
galnfng for the volunteer serving in the classroom or 
in special volunteer programs. 

The purpose of developing a training program ^/ ^ 
Sovide^raining appropriate to the duties and respon- 
sibilities of volunteers corving in ?« partaeulai 
vSiiteS capacity within the framework of the policies 
annrocedures of volunteer services and the school ^ 
Astern T^^ goal of training would then be upgrade 
Se quality ol school volunteer performance by providing 
knowledge, skills, confidence and motivation. . 

Objectives for a training course may include the 
following points: 

-To offer training which is specific and practical. 

-To offer training which is flexible and varied to 
coincide with the interests and backgrounds of the 
trainees. ^ 

-To offer training which is varied in technique 
» of presentation (lecture workshop, role playing, 
buzz sessions, panel discussions. Video or 
audio tapes) . 

-T<> offer training which involves trainees. 

* 

-TO offer training needs which provides for the 
development of volunteer leaders. 

-To encourage training personnel to explore and 
utilize community and school resources available 
for training. 

-TO offer training which is continually evaluated 
and updated to offer trainees that which th6y ^ 

need and desire. jLH 
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GUIDELINES FOR PLANNING VpLXttJTEER TRAINING 



Training should answer volunteer service needs and the 
methods will be determined by these specific needs. 
The methods for training should include the following 
when apolicable : 

-A packet of materials for the volunteer •s independent 
home study would be valuable if the volunteer is unable 

to attend trainirtg sessions • 
-Multi-media presentations used xn group discussion 

(if applicable and available) . 

-Presentation of specific skill information and appropriate 

practice*^ sessions. 

^On-the-job training when applicable. 

Th^ Volunteer Services System strongly advocates continua! 
training for volunteers and staff in all areas which could 
increase skills and abilities or could foster positive 
growth xrr^uhder standing ciiil.^ferrand^evel:oping a mea 
ingful and usable philosophy of education. 

The Volunteer Services Office provides consultation and 
a^istance in developing and providing specific training 
programs identified as valuable and desirable at both the 
building and central program levels ♦ 

To facilitate this training objective^ many sources for 
materials and expert conducted training sessions have been 
investiqated in an effort to utilize positively the vast 
resources of the community and to offer volunteer 
services Personnel the very best training available* 

SncDUraging volunteer growth is a major concern of the 
volunteer services system. The classroom teacher assists 
in training the volunteer to adjust to classroom team 
work but should not be asked to provide specific skillet 
training. The volunteer services system will provide 
training for volunteers in specific skill areas which 
the teacher/volunteer team identify as important for 
the volunteer to acguire and to better assist the teacher 
in the classroom. To identify these needs for skills 
training, the volunteer services system provides a train- 
ing needs assessment form* The teacher and volunteer 
working together should petJiodically determine the skills 
which would be valuable/ After tabulating the response 
provided by the training needs assessment form, the area 
coordinator can collect needs and plan training sessions ' 
to meet these specific needs . 
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TYPES OP TRAINING 



Pro-Scrvige Trninincr 

-Definition of objectives to be achieved by 

volunteer help. 
•.Discussion of basic skills needed (also those 
which if acquired could upgrade the volunteer 

offeringr)* . ^ ' 

-Discussion of principles of child and adolescent 
development and learning pertaining to the vol- 
unteer area and age group • 
-Information about learning characteristics of 
the group with which the volunteer will be 
working. 

-Presentation and discussion of written material 

pertaining to the volunteer's service. 
-Outline of specific duties. 

*-tist of whom^ to go to for help if problems arise* 

In-fiervice training 

-Adequate direction from the classroom teacher 
to assist the volunteers in becoming acquainted 
with tho work situation (i.e*i building/ class- 
robm, equipment) and their volunteer responsibilities. 

-•Adequate direction from the building coordinator 
who should be available to the volunteers to 
observe, guide and encourage their work and to ^' 

act^as^a liaison between the Volunteer Services 

Office and the volunteers in disseminating^ 
information an^ collerting reports. 

..Adequate avenues for feedback. Changes in 
attitudes and skills occur as a volunteer works. 
Volunteer inout, sharing of ideas which have 
proved successful, should be encouraged by the 
Volunteer Services Office. ' 

•-Opportunities for a new volunteer to work closely 
with a trained volunteer when applicable. 

On-Going training 

-Practice and reinforcement of skills (varying 

the method of presentation). 
-Courses offered to all volunteers including 

Offering^ in educational human relations and 

vital skillfe areas* 
-Information concerning pertinent community train- 
ing available to the voluntedr (i.e*, OSU 

continuing education offerings, etc.). 
-library of **how to" manuals, reading lists, 

literature about programs in other school 
' systems, etc. for the volunteer to cheek out 

and use^ 

-Individuali2ed tiraining courses using tapes and 
manuals (this material could be housed in a 
volunteer rcsourde laboratory and bo available 
at the volunteer I s convenience) • 
-Resource materials **shared** by other active 



volunteers* 
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DESIGN i'OR TRAINING UNITS 



the statement of rationale or reason for offering the 
training ui>it clarifies the need for trainihg. 

Goals 

A list of end results toward which the training 
unit is directed clarifies the projected outcomes 
of the training unit, 

Sucycfested Groim Siz^ 

Number of peof^le easily accommodated by the suggested 
training unit process* Forf*many training units, any 
number of participahtsjWbe accommodated? for some 
units, however, a maximum group size should be suggested 
when the training process dictates small group inter- 
action, exercises t)r laboratory practice sessions . 

yime Keouired 

Generally speaking 1-1/2 - 2 hour wovkslrops represent 

the maximum b l oc k of tim e available fj tfom-voiunteers 

or school staff on working days^ Training programs 
scheduled for Saturday or school day on which teachers 
^ have arranged released time could combine several 
single training units. 

l^jiysical Setting - 
The ideal place and the arrangement of the fr-icility 
need to be considered for maximum unit of fectiveneijs 
*in light of goals listed, materials utilized and 
processes emx^loyed* 

Process * 

Tho segucnde of events which will best facilitate the 
particular goals established greatly effects the ' 
overall success of a training unit. 

General Program t*ormat ^ 

A workable general format or outline might be as follows t 
-Time: 1-1/2 - 2 hotyrs'^ 

^Introduction of school and voluntcdr personnel , etc. 
**Skill Session ^ vary technigues possibly including 
-^xpOrtl*^4ectur^4tto-^(J^a-^ac^ice-^es$*^j;on for 

participants 

Summary 

Ma tor in I s ^ 

A listing of materials necessary to pro*ent a training 
session should bo completed* This will cnablo 
ttainers to obtain and/or prepares those specific 
items needed for the session • 
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CftTEGORlBS OF TRAINING 



Thd training options v^hich follow will bo available 
upon request from Volunteer Sorvicoc dooendent upon 
^current availability and .^choc'uling. Training se^jsion 
may bq adaoted to specific volunteer services groups 
{program chairmen^ volunteers, advisory couneii 
members, etc*) 

Bducational 

-^Philosophical/conceptual 
••Specific knowledge (new math, etc*) 
-Cliild development 

HuirtC^n Fclfi t i Dnj3 

*-Ef foctive human being 

•^Humanistic school system 

-Ethnic and cultural avmroneijs 

-Sel£-*concept 

•^Probl€*m solving process 

••Conflict management 

-Helping relationships 
^-Communication process 

^•Leadership training 

-Team building 

Group fiynrtm i cs 

-Group ecology _ 

-Steos of group development 
-A brief and practical explanation of 
humai* bohaviuju 
, " -The cbmmunication process 

-Sending and receiving information 
-Communication in groups 
-Skill development 
-Problem solving 
-Decision making 
-Behavioral styles 

-Activities and behaviors needed for' 

group succejss 
-Individual styles of behavior 
-Consultation skills 

-Intervention in groupf^ 
-Helping ^nd consulting ^ 

Special Skills 
-Clerical 

-Typing 

-Filing 

-Duplicating 

-Grading 

-Recording 
-Artistic 

-Physical activities 
-Audio-visual 
-Story telling 
-Crafts 
-Display 
-First aid 
^Public speaking 
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SOURCES OF AVAXLABLK TRAIMING 
/iNO TRAINING MATERIALS 



1} Filmistrip 



2) Film 



Gefterai ProgramrnGd Teaching 
Teachers Workshop Unit 3 
Good filmstrip shows relationships of 
teachers and volunteers. Presents 
positive suggestions for teacher/vol- 
untecr/student relationships. 

For Purchase Only - One Unit $5C»00 

The Act of Human Civincr 
Pes Moines Area Cocamunity College 
15 minute/color/16 mm ^ 
Good film portraying the operation of 
a school volunteer program. 

For Purchase - $90.00 per print* 

Rental - $3.50 per week 



3) Film 



The Volunteers 

Indiana University ^ , ' 

55 minuteA)w/16 mm 

Good filmed essay of young people 

from Volunteers for Service Overseas 

(A British organization similar to 

U.S* Peace Corps) working with people . 

in several Malov;i Villages applicable 

only to general philosophy of volunteerism. 

For Purchase - $265.00 

Rental $11.75 



4) Film 



n 



5) Film 



6) Film 



Fj.rfit Friendf^ 

International Film Bureau Inc# 
22/minute/dOlor/16 mm 

Good film which deals with the fiociali- 
ration among pro-schools 

Fdr Purchase - $285.00 

Rental - $17*50 

My Hnme Ts Chlltlr.en 
Indiana University 

60 minuteA>w/16 mm " • * 

Good film explaining child centered 
leajfning. Introduces children effectively 
Rental $12.00 

The Ri^ht to /Road 
Baucational Film Catalog 
Modern Talking Picture Services 
27 1/2 minute/color/16 mm 
Good film showing the problems of 
illiterac_y in human terms and what 
can be done to improve reading ability 
for people from all walks of life* 
On liOan Free 
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The PlQtifiuro is Mutrual 

Film maCe by tho VJestchester County, N»Y. 

Library system 

24 minutcs/color/16 mm 

How to conduct picture book programs. 

The film shows a variety of adults 

presenting pictxire books to small crouor 

of children* 

Available through the State 

Film Library from Volunteer Services Oi^ficc 



0) Pilmstrip 
Record 
Booklet 



Parents and Teachers Tbaether 
(For the Benefit of children) 
National Education Association 
14 minutes/color 

Two part filmstrip (one for parents 
and teachers and one for teachers alone) 
Pictures actual parent involvement with 
discussion of x*ationale for parent 
school involvement and teacher resoon- 
eibility for involving and tiaing patents. 

Available for purchase from 

NEA ^ $24,75 

Available on loan from Volunteer Services 
Office 



9) Television To A1d> To t>earn 

Training In-Service para*-pr of essional training 
Col\irfibU5 S 20 minute programs with printed 
Channel 3:4 guidebiook provided. 

Consecutively scheduled and aired 
throughout the year on Columbus, 
Channel 34. (1974-1975 schedule to 
be provided for volunteers) 
- Materials dci^igued for para-professional 
school employees but generally appli- 
cable to school volunteers as well, 

10) Filmstrip **Administoring a Student Tutoring Proqram**^ 
Audio Tape 12 minutes 

Available from Volunteer Services 
Office 

11) Filmstrip n Am a Teacher Aide" 

Record St Available from Volunteer Services 

Guide Office 



12) Filmtjtrip 
Audio Tape 



**vniat Xs Feedback" 
12 minutes 

Available from Volunteer Services 

Office 



13) Filmstrip 
Audio Tape 



•*iPromoting Participation** 
12 minutes 

Availflble from Volunteer Services 

Office 



14) Filmstrip 
Audio Tape 



*^irsing Audio Visual figuipmerit** 
12 minutes 

* Available from Volunteer Services 
Office 



15) Slicre 1*ape 
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The Srtfn-{ f i c^nnt Other 

(Columbus School Volunteers in Action) 

15 rtinMtes 

Available from Volunteer Serviced 

Office 
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C omrounity Training Resources 

Many community organizations, businesses, institutions 
and school system departments offer resources for 
providing excellent specific training for volunteers. 
Involvement ranges from actually offering training 
personnel to consulting on training planning to includ- 
ing school volunteers in existing training programs. 
-Junior League of Columbus 

-Staff Development and Human Relations (Columbus 

Public Schools) 
-Appropriate Departments of the Division of 

Instruction (Columbus Public Schools) 
-Ohio State University Division of Continuing Education 

Published Training Resources 

The Volunteer Services Office is in the process of 
developing a resource library for the use of volunteers 
and staff involved with the volunteer services system. 
This library wi 11^ make available for home study many 
valuable training' materials from such sources as: 

-National Training Laboratory ^ . 

-Institute for Development of Educational Activitie.'i, 

Inc. - Dayton, Ohio 
-Ontario Institute for Studies in Education 
-University Associates Press, San Diego 
-Panhandle Area Educational Cooperative, Florida 
-National Education Association 
-U. S. Chamber of Commerce 
-Iowa State University 
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MODEL FOR RECOGHITXOH AND RBTEHTION OF VOLUNTEERS 



Positive reco^jnition of volunteers is perhaps the most 
important part of a ^school volunteer program yet is many 
times forgotten • if a volunteer is properly placed, 
trained and recognized, the volunteer will want to 
continue with the school volunteer program* (S)he will 
share his/her volunteer experiences with his/her 
acquaintances making them aware of the satisfactions 
of being a volunteer* 

The purpose of this model is to provide methods and 
techniques of volunteer recognition for the purpose 
of volunteer retention* 

General objectives for such an activity may be: 

-To realize the human need of a volunteer for 
continual, positive feedback ♦ 

*-To understand what makes a volunteer experience 
meaningful. 

•-To provide concepts pertaining to volunteer 
retention. 

-To provide the methods and .techniques of 
recognizing a volunteer. 
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RETENTION OP VOLUOTEERS 

Retention of volunteers is often the best form of volunteer 
recruitment* If a volunteer feels valuable and needed^ 
(s)he will wish to continue to serve*. Retention statistics 
can prove that the needs of the volunteer and of the school 
are being met* 

Buildinct Security, and Morale of Volunteers , 
in developing a school volunteer program the needs of 
the volunteer must be .considered and incorporated into 
the developed program. A sense of security is imperative 
and can be provided by volunteer services representatives 
who: 

-Radiate cbnfidence* 

-Are honest and sincere. 

-Are fair, impartial and generous. 

-Show sympathetic understanding. 

-EiCplain carefully what the volunteer •s job is. 

-Teil the volunteer not only what but also why * 

Maintr^ining Volunteer Morale 

*ghe Do^s 

- -remonstrate beyond question your willingness to 

help the volunteer. ^ ^ 

-Treat the volunteer like a human being. 
-Dignify the position of the Volunteer; recognize 

the importance of volunteering. 
-Avoid partiality— don't "play favorites". 
*-Avoid an .overbearing attitude ♦ 
-Be honest-^don' t bluff- — you can't get away with 

it for long; it isn't what we say but what we do 

that counts. 

-Keep your promises; showing a reason for it if 
you can't. 

-Give credit and recognition (again impartially) • 

-Suggest, but do not criticizte.-^ 

-vBe sure the office staff is HUMBLY glad to work 

with volunteers and that it shows in their beihavior. . 

Stand back of the volunteer and his work* 
-Be available to volunteer and staff — "open door policy" 
-Say "Vfe/' not "I". ^ ' | 

-Welcome suggestions; ask for advice an^3 opinions* 
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-Ask— not teXl. 

-Make them feel it is their organization. 
-Keep up the good cheer, 

-Get the whole story when there are problems — do no%, 
jump to conclusions. 

The Don* ts 

-Don't kill with kindness? it can be carried to 
such extremes that it ceases to be appreciated . 

-Don't condemn inactivity? suggest a program for 
activity . 

-"When you need to offer criticism, do it privately? 

make criticism sincere and constructive? when you 

are wrong, admit it freely. 
-Don't act as though you think you are good? if 

you have ability and are "good," be humble about " 

it— they will find out. 
-Don't use words when deeds are called for, 
-Don't show annoyance or a martyred air of 

extreme patience.- 

Volunteers want their coordinators to : 
-Keep in close touch with them. 
-Provide better working conditions.' 
-Give them better training and supervision. 
, -Build up their morale. 

-Treat them fairly and impartially. 

Developing leadership means practicing leadership. 
Good leadership doesn't just happen. What is leader- 
ship? It is the sum total of: 

-Personal example. 

-Vocational competence. 

-Effectiveness in human relations. 

-Guidance iii solving personal and emotional 
problems . 

-and MOTIVATION--making people want to enough. 

Enthusiasm Is infectious. If volunteers understand 
that they are part of a team, if they have a feeling 
of accomplishment, if they are told by others that 
they are really helping, volunteers will feel secure 
and needed and will want to continue theit work the 
next year. 
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RBC0GNia»10N OP VOLUW'i*EBRS 

Expressions of admiration or approval arc vital for roost 
volunteers . Recognition gives the volunteer a sense of 
security or belonging. This recognition comes naturally 
to those with a sensitive awareness of others. 

New ways to recognize volunteer serviceo within a cchool 
program are constantly being sought and developed ♦ 
Volunteers have always wanted to know and hear how 
important they are. Badges, certificates and plaques are 
not the only kinds of recognition which catt be employed. 

Recognition of the volitntcer'o services should come 
naturally and sincerely from the professional ^taff. A 
teacher should recognize the volunteer publicly as well 
as privately. Consistant expressions of thanks, a nod 
of approval, a gentle toxjch of tl«c shoulder can have more 
effect than formal awards and recognition programs. Since 
the responsibility for recognizing volunteers is the * 
*taff'a, orientation progrartis for professional staff should 
stress the importance of volunteer recognition. 

Ways of oivinct reftacfnition 

The recognition process is the public relations of 
volunteerism. Some ways of giving recognition ares 
-Personal praise of the volunteer on the job, 
-Letters and postcards jof thanks. 
-Asking the advice of the volunteer— especially 
effective v/hen adviea ia followed 1 
-Identification - uniforms, pins, badges, etc., so 
that others may recognize them (this is a good 
recruitment gimmick too) . 

-Recognition of a special isontributioJi that a volunteer 

has made, ' .* 

-Giving the volunteer a mere complex assignment. ^ 
-Telling the committees and board about a volunteer s 

work, 

-Newspaper publicity and pictures. 
-Special event award meetings, 

-A letter with clipping enclosed from a board member. 

expressing "Mice to read about you". 
-Social reception for new volunteers to meet staff, 

other volunteers, students or parents, 
-Weekly or monthly recognition events including 

brunch, lunch, dinner, gourmet parties, dessert 

parties, picnics, *eao, or coffeq klatches. 
-Monies available for volunteers to pay for gas 

and lunch. 

-insurance for volunteers. , ^ , 

-Bulletin boards displaying volunteers' and students* 

work in school and in special places such as banks, 

stores, libraries, or store windows, 
-Certificates, plaques, pins or trophies. 
-Children made awardo tiueh as metal awards, silver 

awards (foil), or bookwarkn. > 
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Central Of fiea Kvents 

Ah annual Hecognitipn Day Event can bo a memorable occasion 
if it is carefully planned*— Knowing how-to p^^e-p^^^^^ under* 
^jstanding b^sic steps in planning such an event and^ (assign 
duties to responsible chairmen) are important. 

A planning committee should be organized tor ^ 

-Determine type of event ^ luncheon, dinner^ picnic, 

coffee or reception. 
>-D6cide date, time and place of event. 
-Create theme or title make it brief and catchy* 
-Decide admission price - if any. 
-^Select sub-chaitmen? 
^hospitality 

-publicity - pi:e and post 
-invitations ' 
-telephone ^ 
-mailing 

••seating . * 

^•program^ 

-decoration 

-appraisal ^ 
, -award ^ ; " >^ 

-Send thank you* s to ^11 who worked on event. ^ 
-Prepa3?e ^^Po^^ 9^ stages of function* 

Possible School Volunteei' Recognition J^ents 

-Pot Luck Dinner / • 

-Teas 
. ^-Coffees 

-Auditorium programs * 

-Brunch or lunch with the supervisor 

-blassroom party . 

-Tea with parents 

-^Dinner witti teachers 

-Faculty party ^ 

-Family fun- day 

-Ficnics 

Promotion of a Volunteer 

Promoting volunteers is also a means of recognition, 
The Volunteer Services System should provide opportunities 
for the advancement of volunteers into more responsible 
positions. It should continue to offer the volunteer > 
added responsibility and expanded experiences* If a vol*^ 
^unteer is willing and able to take on new responsibilities, 
additioneil administrative volunteer opportunities should 
be* offered. Th^se opportunities could include area 
coordinator positions, responsibility for the development ' 
Of a volunteer program, advisory council membership, or 
advisory council committee membership. Allowing a volun-* 
teer to grow and to take on new tasks eliminates job 
monotony and is vital to continued renewal of the 
volunteer's commitment^nd of the volunteer programs. - 
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DEFINITION OF TERMS 



1) VQtTINTEBR SERVICES SYSTEM 

Th^ coordinating umbrella that provides for volunteer 
program development, for the operation of the management 
subsystems at the central office and building level and 
for the planning, monitoring and controlling of all 
activities large or small at all levels of volunteer 
service^ 

2) VOLUNTEER SERVICES SYSTEM ADMINISTRATIVE PHASES 

PLANNING PHASE - The establishing of goals, program 
description and criteria to measure program progress. 

MONITORING PHASE - The continuous inspection and recording 
of an on-going process with a man-machine interface. 

APPgLAI SAL PHA SE - The point toward the end of the school 
year when information is obtained to ju<^e the merit of the 
many processes and materials that were used, the value and 
merit of volunteer service and volunteer programs, and the 
significance of the Volunteer. Services System. 

NEEDS ASBESSMENT PHASE - The collection of data from the 
Monitoring and Appraisal phases that indicates new needs 
and directions for volunteer services as yet unmet. 

3) VOLUNTEER PROGRAM DEVELOPMENT STAGES 

PLANNING STAGE - The initial step in developing or 
redeveloping a volunteer program consisting of needs 
identification; purpose, goals and objectives of program 
to service those needs; identification of types and 
numbers of vblunteers needed, training necessary for 
volunteers and materials required for optimal program 
effectiveness, 

ASSIMILATION STAGE - The i,mplementation step that 
incorporates the pre-determined plans into actual 
development of materials, recruitment, placement, 
orientation, training, recognizing and supervising 
service or program volunteers in a school building. 
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REVIEW STAiSE - The filial Btep of-^p|5raising total volunteer 
services by administering ap|if aiiial questioil^ col^ 
lecting and analyzing the d?|itafil^iepdrting ^on^c^^^ 
goals and objec*\ivks to the W^lyzed data«^v_>>^ 

\ r 

4) VOLtJKTBER PROGRftM \ 

A specific volunteer ac^^ity which answers a need of 
students as indicateB^by large numbers of staff and which 
can be organized into a well-defined program for the 
purpose s5 of recruitment, placement, orientation, training/ 
evaluation and recognition of volunteers who are performing 
~ like tasks and assuming like responsibilities* 

5) VOLUNTEER SERVICES 

The many and varied assisting activities performed by 
I volunteers under the supervisi-bn of cettificatecj school 
personnel « 

6> VOUjKTEBR JOB 

- The duties to b^ performed by the volunteer as outlined 
in the job description* 

7) VOLUNTEER 

A meiTtoer of the community who is interested in the 
education of school students and who is willing to give 
freely of time, talent and skill to help provide a 
superior and enriched education for students* 

a) AIDE 

A rion- teaching employee in a school district who 
directly assists a^ teacher as defined in Section 
3319,09 of the Revised Code* 

9)^ KODEL 

A desirable form sufficiently complete ih de^tail to 
communicate completeness and wholeness and an accurate 
image* It is always intended to be a static facsimile 
of a working process* 
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DIRECTIONS FOR .DEVELOP iNG JOB DESCRIPTIONS 



It is important for an administrator to know, first, the 
purpose of his department in the organization's structure; 
second, the scope - areas of activity for which respon- 
sible; and third, the responsibilities of the position 
and the employees and volunteer concerned • In order to 
define these areas', a job description is essential. Three 
definitions describe what a job is and what it does. 

Job analysis is the procedure used in collecting 
information about a specific job. The objectives 
are: - 

-To improve cbnditions of hiring, transferring 
and promoting employees or volunteers. 

-To establish an ap|>ropriate training program. 

-To act as a means of budgetary control. 

Job description c?an he defined as a written record 
of duties, requirements and responsibilities of a 
particular job (or a summary of a job analysis). It 
states significant duties and responsibilities involved 
in a specific job, but does not state expected results. 

Job specification is everything one needs to know 
concerning requirements of a job and the qualifications 
and abilities a worker needs. A complete job descrip- 
tion includes a job specification* 

Preliminary information \Mich is peeded to begin preparation 
of a Job Description incltidl^^' / 

1) Where is the position located? 

2) V?hat duties are performed regularly? 

3) Prom whom is work received? 

4) What is done with work, and where is it sent? 

5) V/hat duties are performed at stated periods? 

6) What duties are performed at irregular intervals? 

7) 'To whom is the worker directly responsible? 

8) How many employees does the worker supervise? * 

9) What instructions are received about work to be done? 

10) Vilhat equipment is used in. work? 

11) What should be the lowest level of education required 
for job? 



12) What special coursea might be needed td perform job 
well? 

13) What is most difficult part of work?^ 

14) What is the proportion of time spent standing, sitting, 
moving or otlier physical positions? 

15) What are physical requirements necessary for job? . 

16) What is the responsibility for v/orlcers under super- 
vision? 

17) What is the responsibility for money, valuables, 
and so on? 

18) VThat contact is there with the general public? * 

19) What are the regular working ho^rs? 

Necessary items in a job description or specification 
' are the following: 

1) Title of the position. ' 

2) Department where position is located* 

3) Age range of position. 

4) Statement as to whether male and female applicants 
accepted. 

5) Hours of position, and shifts if any. 

6) Pay rate, pay ranges and any bonuses. 

7) Benefits such as vacations, sick leave, insurance and 
other privileges. 

8) Upgrading possibilities. . 

9) Job summary explaining position and work requirements 
in detail. 

10) Performance requirements. 

11) Physical activities and working conditions. 



129 

B2 



JOB DgSCRIPTION 



tyPB OF HORKt COORDIKATOR OP VOLUOTEER SBRViCBS SYSTEM 



KESPOMSIBILITYt The Coordinator of Volunteer Services System is 
responsible for administrative decisions related 
to the policies and procedures of the Volunteer 
Services System^ its organization, subsystems 
and operations, 

COTIES OF JOBt 1) Eplists the support and encouragement of 

the superintendent and the Board of Education. 

2) Supervises the on-going activities and operation 
of ail volunteer services and progjrams, 

3) Determines the development of new central 
office volunteer progrzwns based upon recom- 

\ mendations from analyzed data reports and 

appropriate advisory bodies^ 

4) Determinesthe scope and direction of Building 
Level Operations. 

5) Determines the policies and procedures governing' 
Volunteer personnel operations. 

6) Supervises the development and maintenance 
of the budgets 

7) Supervises all dep^tment personnel, staff 
and volunteers. 

8) Serves as a permanent member of the Advisory 
Council and coordinates staff /Advisory Council 
activities, 

9) Represents volunteer services in community 
meetings and activities. 

10) Acts as liaison for state volunteers in 
education programs and volunteer activities 
in the local school district. 

11) Meets and consults with other professionals 
in the field of volunteer services to discuss 
problems which will further program improvement. 

12) Supervises programming for sensitizing school 
personnel to the effective utilization of 
volunteers. 

13) Determines the appointment of all administrative 
volunteers. 

14) Provides continuing supervision, motivation 
and counseling of volunteers. 

15) Coordinates initiation and maintenance of open 
channels of communication and cbntinual feedback 
for the volunteers an^jhe volunteer programs. 
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DESIRABLE 

QUALIFICATZOHS: 1) Has a Bachelor's Deg 

2) Has a valid teaching certificate. 

3) Has experience working as a volunteer and 
with volunteers. 

4) Has previous experience in leadersiiip, 
administrative and decision-making activities. 

f S) Has previous experience in skills training. 

6) Has complete familiarity and u!|3erstanding of 
the workings of the Volunteer Services System. 

7) Has capability of establiching and maintaining 
Q * positive working relationships. 
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JOB DESCRIPTION 



TYPE OP WORK: ADVISORY COUNCIL 



RESPONSIBILITY: 1) Reviews and recommends purpose, scope, policy, 

goals and objectives to the Superintendent 
^ within the framework of the Board of Education 

policies and administrative regulations, 

2) ' Supports the objectives and program of the 

volunteer services. 

3) Provides effective and wise guidance of the 
school volunteer iJrogram and tole in the 
coinmunity within the. approved framework, 

4) Promotes communication betweeln" the school 
volunteer program and organizations in the 
community concerned with the educational needs 
of students, 

5) Periodically reviews evaluations in an effort 
to strengthen the program and quality of 

i ^ volunteer service, 

6) Makes recommendations to the administration 
and to the Board of Education regarding the 
volunteer program and related concerns 
involving the education of students and the 
school system ties with the community. 

DESIRABLE 

QUALIFICATIONS: Members of the school system and the community 

actively participating, knowledgeable and 
interested in the volunteers in education programs. 
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JOB DBSCRTPTTriM 



4 



E OP WOftK: 



RBSPONSIBILITY! 



DESIRABI^ 
QUALIPIC^QNS: 



ASSISTANT IN CHARGE 
OP CENTRAL OFFICE VOLUNTEER PROGRAMS 

Assistant in Charge of Central Office 
Volunteer Programs is responsible for the 
supervision of all central office volunteer 

Sorr^rthfv'rr "^^^^^ totaf ?ra::^ 

work of the Volunteer Services System. 



miTIES OF JOB: 1) 

2) 



3) 



4) 
5) 



6) 
7) 



8) 



1) 
2) 
3) 



4) 

5) 
6) 



Acts as liaison between tfe Volunteer Services 

Program Chairmen working with the central 
office volunteer programs. 

Provides training for Volunteer Program Chairmen 

Initiates and maintains open channels of 
communication and feedback activities 
a^r^^r'Ti*'^^ development and revision of 
o^i/ operation of 

central office volunteer programs. 
Coordinates the collection, cataloging and 
use of all Reference Pile materials. 
Coordinates the development of new central 
ciJtT' programs as directed by the 

Coordinator, Volunteer. Services System 

centrS^ffrr^ '"^"^^ data'rel^ied to 
natel ^i,! 5 f yolunteer programs and coordi- 
nates the decision-making activities of Volunteer 
Program Chairmen based on these reported results 



Has a Bachelor's Degree. 

l^^^ teaching certificate. ^ 

- ^ -^-teer and 

«dm4S"r^°^? experience in leadership. 



JOB DESCRIPTION 

TYPE OP VIORK: VOLUNTEER SERVICES ASSISTANT 

■~ IN CHARGE OF BUILDING LEVEL OPERATIONS 



RESPONSIBILITY! 



DESIRABLE 
QUALIFICATIONS! 



The Assistant in Charge of Building Level Operations 
is responsible for the supervision of all Area 
Coordinator activities within the total frame- 
work of the Volunteer Services System. 



DUTIES OF JOB: 1) 

2) 
3) 



4) 
5) 



6) 



7) 



8) 



1) 
2) 
3) 

4) 

5) 
6) 

7) 



Acts as liaison between the Volunteer Services 
System and the school volunteer programs. 
Supervises field activities of Area Coordi- 
nators working with school volunteer programs. 
Provides training! for Area Coordinators so 
they can perform i:heir duties as delineated 
in their job desciriptions. 
Initiates and maintains open channels of 
communication and feedback activities. 
Coordinates the development and revision of 
all materials related to the operation of the 
school volunteer programs. 

Coordinates all public relations and materials^ 
dissemination activities related to the 
operation of the school volunteer programs. 
Coordinates the collection, tabulation, analysis 
and synthesis of all evaluation and needs 
assessment data. 

Supervises the reporting of the evaluation 
and needs assessment results. 

Has a Bachelor's Degree. 

Has a valid teaching certificate. 

Has experience working as a volunteer and 

with volunteers. 

Has previous experience in leadership, 
administrative and decision-making activities. 
Has previous experience in skills training. 
Has complete familiarity and understanding of 
the workings of the Volunteer Services System. 
Has capability of establishing and maintaining 
positive working relationships. 
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3DB DESCRIPTION 



^|irPB OF WORK] 



VOLUNTEER SERVICES ASSISTANT IN CHARGE OF 
PERSONNEL OPERATIONS 



RBSPONSIBILITY! 



CESIPJiBLE 
QUALIFICATIONS S 



The Volunteer Services Assistant xn charge of 
Personnel Operations is responsible for the over- 
all organization and management of the central 
office personnel operations and procedures. In 
addition, this assistant coordinates all public 
relations activities. 



DUTIES OP JOB: l) 



2) 



3) 
4) 
5) 



6) 
7) 



8) 



9) 



1) 
2) 

a) 

4) 

5) 
6) 

7) 



Acts as a liaison between the Volunteer 
Services System and the Data Processing 
Department. 

Supervises the collection, compiling, 
retrieval and reporting of all-statistical 
information. ^ . 

Supervises the handling of all forms and 
the procedures comprising personnel cfperations* 
Supervises (Office staff involved with volun- 
teer personnel operations. 

Provides training for all staff and volunteer 
personnel involved in interviewing potential 
volunteers. 

Coordinates interviewing of all potential 
volunteers . 

Coordinates the development and revision of 
all materials related to public relations 
and to office policies and procedures. 
Coordinates all public relations an*^ materials 
dissemination activities related to the\ 
operation of the central of fice volunteer 
programs. g 
Coordinates all activities pertaining to the 
recruitment of business and industry. 

Has a Bachelor's Degree. 

Has a valjlid ijeaching certificate. 

Has expejrientfe worlcing as a volunteer and 

with vol|unte4rs. 

Ha« pre\|ious j experience in leadership, 
administrative and decision-making activities. 
Has pretfiousl experience in skills training. 
Has comjjlete' familiarity and understanding of 
the workings of the Volunteer Services System, 
Has capability of establishing and maintaining, 
positivja working relationships. 
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JOB DESCRIPTION 



TYPB dp WORK: 



mSPONSIBlLITYj 



COMMUNITY RESOURCE COORDINATOR 
( 

The Community Resource Coordinator is responsible 
to Volunteer Services for the interviewing, 
screening and placement of volunteers in central 
office volunteer programs as requested by pro- 
fessional staff in a school. 



tmXES OP JOB: 



DESIRABLE 
QUALIFICATIONS: 



1) Receives and processes volunteer applications. 

2) Interviews and screens volunteers for central 
office volunteer programs* 

3) Places screened volunteers in appropriate 
program* ^ 

4) Supervises the distribution of program hand- 
books and related materials 'as requested. 

5) Maintains an up-to-date file of volunteers 
and receives evaluations of their effective- 
ness* 

6) Receives continual information on assessment 
of needs for additional volunteer programs 
and on the availability of volunteers for 
these programs. 

1) Any coitODination of training and e^erxence 
equivalent to completion of two years of 
college and two years experience in a community 
service organization. Substitutions: Addi- 
tional college training maybe substituted for 
the required experience on a year-to-year .basis 

2) Good Knowledge of school curriculum and pro- 
grams? general knowledge of wide fields of 
occupational skills, hobbies, crafts? skilled 
in teaching and presenting ideas to groups of 
children and adults effectively; ability to 
relate with people of varied backgrounds and 
interests; ability to supervise effectively 
volunteer workers* 
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JOB DESCRIPTION 



TYPE OP WORK: VOLUNTEER PROGRAM CHAIRMAN 



RESPONSIBILITY: 



The Program Chairman is responsible to Volunteer 
Services for the management, orientation ^ training 
^and evaluation of volunteer services in that 
specific volunteer program offered to any individ- 
ual school in a school system. 



©tJTISS OP JOB : 



DESIRABLE 
QUALIFICATIONS: 



1) Acts as a coordinator of all volunteers in 
a given program, 

2) Acts as a liaison between the program vol- 
unteers and €he Central Office. 

3) Identify volunteer resource needs and suggests 
appropriate recruitment procedures* 

4) Assists in the presentation of basic orien- 
tation for all volunteers in a given program* 

5) Develops and provides needed pre-service ^ 
and in-service training for -all volunteers 

in a given program* 

6) Develops and malcen Available all materials 

and supplies necessary for successful operation 
of program volunteers. 

7) * Encourages volunteer interaction so that 

volunteers may become acquainted with others 
^ who have similar interests to discuss prog- 
ress, exchange ideas and constructive criticism 
and give reactions to other volunteers. 

8) Communicates periodically with each volunteer 
in the program by telephone, personal contact, 
or written memo* 

9) Communicates with a volunteer who has missed 
more than two consecutive weeks or who has 

not been coming on a regular basis to ascertain 
the reason and attempt to solve the problem. 
10) Assists in the preparation of the evaluation 
report of the specific program by comparing 
program purpose, goals and objectives to 
evaluation data. 

1) Has had previous experience in a school 
volunteer program* 

2) Has demonstrated leadership and administrative 



B9 



1 



JOBDESCRIPT ION 



OP WORKV Mltk COORDINATOR 



RESPONSlBlLlTYs 



•The Area Coordinator is responsible for acting 
as a liaison between the schools in the area and 

-the Volunteer Services System for the purpose of 
establishing and maintaining a well-coordinated 
individual school volunteer program that fits 
within the Volunteer Services System, 



CtrriES OP JOB : 1) 




6) 
7) 



8) 
10) 

12) 



Acts^^ as the coordinator of all volunteers in 
the designated area. |i 

Works. cooperatively. with other Area Coordinators 
for the successful operation of the school 
volunteer program. 

Acts as liaison between the designated school 
-id the Central Office. 

eceives all records of volunteer activities 
£n the individual schools, compiles them and 
provides a report to the appropriat:e people. 
Facilitates. the Building Level Operations 
in each school. ^ .;. 

Assists in recruitment of resources at the • 
area and building level. 

Assumes responsibility for enlisting support 

of neighborhood agencies and publications 

under direction of the Volunteer Services 

System. - ' , \ 

Assists in placement of volunteers in building. 
Consults in training of volunteers at buildincj 
level'. 

Consults in orientation sessions for building 
volunteers. c 

Acts as consultant in development of new 
programs at building level. 

Assists in revising school volunteer program materials 
materials. 



Monitors and assists in the operational plan 
as developed ic^ each school. 
- - - — Identify names of identified volunteers for 

positions of greater responsibility in the 
total Volunteer Services System* 
151 Assumes responsibility for developing and 

conducting training sessions appropriate 
to the situation. 

DESIRABLE 

QUALIFICATIONS: 1) Has earned a Bachelor's Degree and a Teacher's 
' Certification. 

2) Has demonstrated skill in dealing with meitOaers 
' * of the community^ 

3^ Has demonstrated some experience in volunteer 
work. 

4) Shows willingness to serve in this capacity 
for a minimum of a school year. 

5) Shows enthusiasm, for the concept of volunteers 
in education. 

6) Demonstrates capability for establishing 
^ positive working relationships. < 

71 Possesses ability to compile and assist in 
analyzing data pertaining to the Volunteer 
Services Office. 

8) Has had previous experience in training of 
teachers and volunteers. *■ 

9) Has total familiarity with the materials and 
procedures of the Columbus Public gchools and 
the Volunteer Services System. 

10) Has had experience with producing performance- 
based learning materials. 
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JOB DESCRIPTION 



TYPE OF WORK: 



PRINCIPAL 



RESPONSIBILITY s 



DUTIES OP JGBi 



The Principal is responsible for the assessment 
of the building needs and desires for instituting 
an organized volunteer assistance program through 
the Volunteer Services System. 



1) 
2) 

3) 
4) 



5) 



61 



7) 



8) 



to develop 



I>ecides, after careful assessment, 
a school volunteer program.* 
Designates a staff member to fill the role 
of Staff Coordinator <The Principal may 
reserve this role for himself.) 
Designates volunteer to fill the role of 
Volunteer Building Coordinator. 
Works with appropriate representatives of 
the Volunteer Services System and selected 
school staff and neighborhood community 
members to design a volunteer program which 
meets building needs. 

Cooperates with the appropriate representatives 
of the Volunteer Services System and the school 
staff and volunteers in managing the component^ 
parts of a working volunteer program (recruit-" 
ment, placement, orientation, training and 
evaluation) . 

Participates in yearly Volunteer Services 
System evaluation of volunteer services and 
of the services provided by the Volunteer 
Services System. 

Based on school^ data provided by the evaluation 
report, determines revisions needed for indi- 
vidual school volunteer program. 
Terminates the participation of a volunteer 
worker when it is deemed necessary. 
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. JOB DESCRIPTION? 



TYPE OP WORK; 



STAFF COORDINATOR 



RESPONSIBILITY! 



DUTIES OP JOB: 



DESIRABLE 
QUALIFICATIONS s 



The School Staff Coordinator is responsible to 
the Principal of the school in which he/she is 
a regular staff member. 

1> Serves as a liaison between the school staff 
and the Volunteer Services System. 

2) Serves as a resource person to teacliers in 

the training program for the use of volunteers • 

3) . Assists the Volunteer Building Coordinator 

in presenting the training program for vol- 
unteers at the local school level. 

4) Assists in placement of volunteers in the 
schdol according to plocumented needs. 

5) Assists in administeriing, . compiling and 
interpreting assessment instruments used to 
audit the effectiveness of the school vol- 
unteer program. 

6) Provides feedback to the Area Coordinator 
concerning the school volunteer program. 

1) Is a regulat school staff mertOier. No 
additional salary increments are provided | 
for this position* 

2) Shows interest in volunteers as assistants 
in the school. 

3) Shows willingness to cooperate with Area 
Coordinator in implementing the school 
volunteer program* 

4) Has permission of Principal to attend periodic 
all-day workshops* 

5) Is a person who communicates effectively with 
the school staff and persons in the community. 
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» JOB DESCRIPTION 

TYPE OF WORK: TEACHER 



RESPONSIBILITY: 



DUTIES OP JOB: 



The Teacher is reapoftsible for cooperating with . 
the building principal in assessing the building 
needs for a volunteer program and, if a volunteer 
program is instituted, with the designated 
representative of the Volunteer Services System 
and the school Staff Coordinator in monitoring 
the school volunteer program. 



1) 



2> 



3) 
4) 
5) 
6) 



7) 
8) 
9) 



Participates in builj^ing staff orientation 
and training pertaining to the effective use 
of school volunteers. 

Familiarizes volu^iteer with teacher's basic 
educational philosophy, expectations for 
volunteer assistance and classroom duties 
and procedures. 

Familiarizes volunteer with worTc and rest 
areas available in the school. 
Introduces volunteer to teachers in rooms 
near the classroom the volunteer services. 
Issues textbooks or materials needed by 
the volunteer. 

Provides appropriate task related in-service 
training, including an opportunity for the 
volunteer to observe the teacher working 
with students. 

Provides time for teacher/volunteer planning 
and informal evaluation. 
Participat(iH|h in yearly evaluation of the 
volunteer services. ' 

Recognizes volunteer's contributions by 
participating in planned building recognition 
programs and by periodically remembering to 
personally thank the volunteer. 
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. JOB DESCRIPTION 



VOLUNTEER BUIIDING COORDINATOR 

The Volunteer Building Coordinator is responsible 
for being €he liaison between the professional 
staff in the individual school and the volunteers 
serving in that school for the purpose of main- 
taining a well-'<soordinated school volunteer program. 

1) Acts as the coordinator • of all volunteers / 
in the school building. 

2) Works cooperatively with the Stafi Coor- 
dinator for the successful, operation of a 
school volunteer program. * 

3) Acts as a liaison between the school and the 
Area Coordinator. 

4) Maintains all records of 'volunteer activities 
in the school for use by the Area Coordinator . 

5) Takps responsibility for^ recruitment in the 
school community. 

6) Enlists support of neighborhood agencies and 
publications under direction of the Area * 
Coordinator. 

7) Secures completed volunteer applications and 
trains volunteers to conduct the volunteer 
interview, discusses types of volunteer services 
needed in the school and places the volunteers. 

8) Receives and processes new requests from 
teachers for volunteer services from the 
Staff Coordinator and locates volunteer (s) 
to fill that request* 

9) Provides basic orientation for all volunteers 
in the individual school* 

10) Trains volunteers in those special services 
particular to the needs of the school staff 
and assists the teacher, when asked, with her 
training of the volunteer. 

11) Makes available all materials aftd supplies 
necessary for the successful operation of the 
volunteer program in the school. 



12) Identifies volunteers for positions of 
greater responsibility in the .^^total volunteer 
services system. 

13) Assists school staff in the effective use 
of volunteers. 

14) Determines need for workshop and in-service 
training to increase volunteer's capacity 
to serve. 

15) Plans meetings for' volunteers for exchange 
of ideas and prbblem solving. 

16) Encourages creative ideas. 

17) Arranges for substitutes whe^i volunteer must 
be absent. 

18) Arranges for recognition of volunteers' service 

19) Supervises volunteers. 

20) Maintains regular communication with A^ea 
Coordinator. 

DESIRABLE * ' 

QUALIFICATIONS: i> Demonstrates skill in dealing with members 

of the community. * 

2) Has some experience in volunteer work. 

3) Is willing to serve in this capacity for 
a minimum of a school year. 

4) Demonstrates enthusiasm for the concept of 
volunteers in education. 

5) Demonstrates capability for establishing 
positive working relationships. 

6) Resides in the individual school neighborhood. 
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JOB DBSCRTP'r'TnKr 



TYPE OP WORK: 



VOLUNTEER 



RESPONSIBLITY: 



DUTIES OP JOB: 



The Volunteer is responsible for working under 
the direction of and in cooperation with the 
• school professional in charge. 

taSkrrelatod ^'""^"^ assignment will involve ^^^^ 

"if""^^^ '"ore of the followim-' 

areas (for more specific delineatidn Vf-duties 
see Scope of Volunteer Services, . ite^ T fW 



DESIRABLE 
QUALIFICATIONS: 



1) 
2) 



3) 
4) 

1) 



2) 

3) 

4) 
5) 
6) 
7) 
8) 

9) 



I 

Providing instructional assistance*. 

Providing classroom assistance. 
-Assisting with classroom chores 
-Preparing materials requested by staff 
-Providing clerical assistance 
-Assisting with classroom enrichment or 

special events 

Providing special services. 

Assisting with monitoring activities. 

Shows a sense of dedication and a desire 
to assist the school staff in providing 
maximum educational opportunities for all 
children. 

Shows positive attitude and an interest and 
enthusiasm for working with children. 
Shows ability to work cooperatively with 
School personnel. 

Shows ade<juate communication skills. 

Has good physical health and moral character. 

Has a negative prognosis from TB test 

Shows flexibility of skills. 

Shows willingness to receive appropriate 

orientation and training. 

Shows regularity of attendance. 
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APPENDIX C 

SAMPLE FORMS 
FOR 

dN-GOlNG MONITORING AND PINAL APPRAISAL 

OF 

VOLUNTEER SERVICES 



Table of Contents 



Sample Monitoring Forma 

Volunteer • s Report Form * • . CI 

Volunteer Self-Evaluation Form C2 

Teacher and Volunteer Mo xitoring Activities C3 

Teacher Monthly Report Volunteer Services. . . * ^C5 

Evaluation of Meetings orm C6 

Volunteer Mc^nthly Servx::e Form ^ C7 

Volunteer Sigorln Sheet , C8 

School Monthly Report Form ♦ C9 

Sample Appraisal Forms 

Volunteer Appraisal # CIO 

Teacher Appraisal # Cll 

Elementary Student Appraisal • C12 

Secondary Student Appraisal C17 

Principal Appraisal.. C19 

Administrative Staff Appraisal C2n 

Volunteer Building Coordinator Annual Report C21 

Impact of Volunteers on Students C22 

Assessment of Materials Made Available to the Volunteer^.. C23 

l^rogram Chairman Task Sheet • C26 

Volunteer Task Sheets: 

Library ^ ^ X!27 

Pre--Kindergarten • ^ C28 

Health Services. C29 

Tutor . « . • « • U • • • ^31 

Community iR^sources. C32 

Mini-Humanities TTT C33 

Sample Needs Assessment Forms 

Administrative Volunteer Time Card.*,. C34 

Suggestions of New Ways for Utilizing Volunteer Service... C35 

Community Survey * c:36 

Administrator Survey^.*...* * C39 

^ Student Survey ^-12.,* • C43 

Student Survey K-8 C45 

Teacher Survey * ♦ * . a* - • • * ^ 

Principal • s Surii^ey . I * CS3 

Volunteer Survey-. ^..^ t i C56 
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SAMPLE 



VOLUNTEER'S REPORT FORM 



(Please return this form after you have been a volunteer for 
about three weeks. It will help us keep up-to-date.) 

NAME . DATE ' 

ADDRESS " 

SCHOOL ASSIGNED ; . : " . . „ 

NAME OF INTERVIEV7ER . . — — 

WAS THE INTERVIEW? GOOD , TOO LONG TOO HASTY 

WORKING CONDITIOIIS (Your Comments) 



Were you given sufficient training to start the job with a 
feeling of conficence? Yes No . 

Do you understand the procedures of your particular job? 

Yes , No 

Do you consider this a satisfactory volunteer assignment: 

Yes No 

Do you know of others who would be interested in volunteer work? 
KAME ADDRESS , PHONE 



To Insure Privacy 

Fold top portion of letter downward, then fold this portion 
up and staple or tape. 
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VOLWNTESR SBlF-iyAMlATlON rORM 



-P*tiehc« 

-Boi«* 

->S*tise of huraot 
-Sitns* of worth 

-Freedom from withdrawing tendencies 

-Ability to profit from their own mistalces 

-Ability to talce criticism 

•^Successful personal adjustment to life 

-Ability to understand people 

-Desire to help pupils grow 

-Above all, respect for the students 

Wy Outer Sclf i 

-Desire to improve self and secure further training 
-Uses tools he finds works best for him or her 
-Record of working with people 

-Excellent , working relationships with staff and students 
-Appreciation and understanding of the entire educational program 
-A wholesome and optimistic outlook on life program 
-A pleasing personal appearance 

"confidence^* ^° ^'^^ in«Pi»^« their 

How Am I Drtinq ? 7 7? 

-Do I plan for the activity to which I have been assigned 
thoroughly, hit and miss or just doing something? 

"^.J T*^^ helpful by offering my services to the teacher 

when there is an obvious need for help? 
-Do I have a plan for getting children into groups? 
"5? J ol'serve closely so as to know children's or adults' likes 

dislikes, preferences, enthusiasms, aversions, etc.? 
-Do I find opportunities for giving students choices or do t 

tell them what to do7 

"S^? ^ given some individual help in classroom assighraents? 
'#^1 V °^!^*^*' closely the techniques used by the teacher, and 
follow through when 1 am working with the group? * 

tL JmS^'ii** 11^ ^'i'"!? ^^''"/tudents behave well and minimize 

the. times when they fail to d6 so? 
-Do 1 really listen to what students have to say? 
-Do 1 evaluate myself at intervals? 

-Do I «ccopt criticisms and suggestions without becoming 
emotionally upset? ^ 
-Do 1 follow directions of the teacher? 

"S^ I I'lVtu^T^^l ■ *'^*"^1V attitude with all of my co-workers? 
ILI ?i °^ absences by Reporting 

them to the office before the day begins? 

"to Lilti^S.^i!^ r r'^" ^*^"g ^« classroom is 

Sl^e rljidiJ? ''''''''' •^"'^"^« ""^^^^ 

"Tim ?f Jhink?"'"''^^'^^ students rather than allowing them 

"Sjlf.rSJw/""' Inteiffering between another teacher and student 
unless called upon for assistance? *^ 

. "aaeLir^^ criticism of the student, teachet/ and the school or 



S**ean*Si';;i;;f r^^f **? ""^ P^^^*^ « program. 

U.SJ«?irnced:d!r'°'' ^^'"^ voluntee.-profSs.?onal 
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TEACHER AND VOLUNTEER MONITORING ACTIVITIES 

Appraisal should assess the level of mastery of soecific 
objectives for making decisions as to whether further 
.';ww*'^°?^^^''^^''^^^®^ ^® pursued. In determining 

ac^ivT^r mastering the objectives, three 

o^iotuntLr'^^ assessing the effectiveness 

OX v'oiunt^er services:* 

1) Model a planning session, . maV.e plans with the voTuntt-r 
and provide for future planning sessions. ^ '-"^c.r 

Activi ti^fi 

"IZ^^^ volunteer to observe you durina at least 
one planning session. Explain each sten and he 
. ^ sure to define your Qoals and identify materials 
and orocedures which you will be usin^ to assess 
the effedfciveness of the volunteer. If the vol- 
unteer needs help in organizing activities to wor? 
with students, share all materials yoti have collected 
anc use, 

"t^L^lt^^^ ^.^^T after school and meet 

with the volunteer to establish long-ranqe plans. 
Include any xnfornation about materials/ supolies 
equipment and procedures that will be helpful for' 
the volunteer to better perform the duties a'ssigned. " 

2) E-eveloD a system for monitoring the activities of . 
volunteer services. 

t 

ActivitieH 

"whl'n li-f °^ problems that might be encountered 
when monitoring, observing or keeping track of -our 
. volunteer. Then list several solutions to^h'of 

on^ ITttTt problems after narticipating inlither . 
one Of the following activities: C 

-Participate with other oarticinants in a h^^i^ 
storming session to share solutions. 

to determine 

°^ categories to look for when vou 
actually observe the volunteer in action. Shar- 

^are t^'i"^'.r^^!; ""^^f " '° "^^^i' criteria. 
Shajre this with the volunteer in order for the 

^° ^^'^ expectations and 

openly share your ideas with each other. 

1451 

■ C3 



-Make a schedule of observation dates so your 
volunteer can be prepared. Using the criteria 
you planned before hand with the voljinteer in 
Acti-vity 2, monitor an activity being cdnducted 
by; your volunteer. Use this time for observing 
only, do not discuss. 

3) After: planning and monitoring the activities of the 
school volunteer, conduct a critique session basec* 
on the former selected, criteria. 

Activities 

-Particioate in a role-playing session with others 
in order to anticipate the proialems which might 
arise. After each role-playing session, brainstorm 
to find solutions and set criteria for critiquihg. 

-After observing the volunteer in action, set 
aside time to discuss the activity in private. 
The following points might be; considered : 

-Do_yo\? think you accomolished your goals? 

-How did you feel as- you were working? 

"^^^^ did you feel as ybu were bei*g observed? 

-Did the students or others react the way vou 

r^--s^^hought? - ^ ^ 

-If you were to participate in the same activity-.' 
agaiin> what would you change? 
^ -What cati be dojie to help you become more effective? 
-After this critique session, discuss with the * 
volunteefc and others (possibly the resource ' 
person)/ the - reinforcements or resources which 
could be_ useful to making the volunteer ex- ^ 
perience more meaningful. 
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TEACHER ' S MONTHLY REPORT 
ON VOLUNTEER SERVICES FORM 



SCHOOL . ' . . . ' ■ - ; . . .: .' • . ,.; . . month 



NAME op TEACHEii 



ADDRESS 



Total hours worked ' : . . Area of Assignment " 

• * ' 

Briefly describe tasks volunteer perfortneci: 

= ■.■■-. * • ,- 
Tasks Deaicription 




7 



Xist date or date^ volunteer was assigned and did not report; if 
none, please sj:ate v . .: - ^ . ' ... . ' . .... 

Did volunteer notify office of absenteeism by phone .. ^ 



or in pGsrson before date of absence? > . . PLfiASE CHECK 



N. / ^ 
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SAMPLE 

EVALUATION 6p MEETINGS FORM 




This form must be completed after each in-service session. Please do 
- not sign your name . ' . ■ . 

Topic ' : * • ': . . > . Date 

■^iMtructor ... . . . 

1. Was this in-service session relevant to your needs? 

I 2. List several vays in which it was/was not relevant. 



3. List several ways you will use the things you have learned in 
this session when you return to the classroom. 




4* Do you feel you would benefit from more in-service in the subject 
area presented today? 

5. Was the instructor well-prepared for this session? . 

6» If the iniatructfer was to make this presentation againi what 
improvements or changes would you suggest he or she make? 



Comments : 
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f VOLU^f^EER SIGN~IN SHEET 

f r WEEK OF 





SAMPLE 



SCHOOL MONTHLY REPORT FORM 



TELEPHONE NUMBER 
PRINCIPAL 



VOLUNTEER BUILDING COORDINATOR 



1. Number of volunteers serving 

2, Number of requests 



3. Number of requests filled 

4. Number of hours served 



(Due by First of Every Month) 



^C^h^.,^ A REA 

ADDRESS 



ZIP 



voMmrm snvicss system swirti 



cotmoos^ OHIO ctn school dis^xct 
votuwrggR "apphaxsal or voluntrbr sgpvicBS 



School ■ Orad« LovtX 
Msiio of volunteer program or s«rvict 



Maw long h«v« you b€«n working as a volunto«r? 

Hoir many hour« do you vork •ach day? 

Itoif iMiny days p#r w»tk? ...... ^ 



!• Ta iiliat degrM ar« tW following atat4im«nta true for you? Please circle, 
CD Strongly Agree (2) Agree (3) Undecided (4) Dieagree 

(5) Strongly Dieagree ^ * 

m. Z was placed according to iny interests 1 2 3 4 5 

and abilitieg 

b* Z received adequate orientlition et the 1 2 3 4 5 

school . , 

c* 1 feel in-service training enabled me to - 1 2 3 4 5 

better perform my duties »nd resoonsibilities 

d« 1 felt the goals k objective^ of the program 1 2 3 4 5 



verc explained in the Volunteer's Handbook 



1 felt the staff & principal were helpful In 
cheating an atmosphere that enabled me to 
better perform <fty tasks 



<* I was willing to work under the direction of 

the teacher ahd principal 
g> X felt th# children enjoyfed working with me 
h» 1 enioyed workincr in the school 



. !• Z saw evidence that my services were helpful 



j# I felt free to exoress mv ideas & suactestions 



1c« X received from the Volunteer Services Offici 
information and materials which helped me 
petfom my volunteer duties 



2« X wish to continue as a school volunteer 

, ^'o . If not, ^y? . 



3« Please rate youaf communication with the following participants by 

circling the appropriate responses* (1) Highly Adequate (2) Adequate 
(3) fromcwhat Adequate U) Inadequiate i5) Highly Inadequate 



Volunteer Services Office 


1 


2 


3 


4 


5 


^ b* Principal 


1 


2 


3 


4 


5> 


c* ^ Teacher 


1 


2 


3 


4 


5 


d. Volunteer Building Coordinator 


1 


2 


3 


4 


5 


4. X want to keep the same assignment next year. Yes ^ 












$4 Wnt to take on new responsibilities^ Ves Ho 
exDlain what vou would like to do. 




y«s 


0 





im thesi are the strength* of the volunteer program as t v4#w its 

- . . .- - . ..... 



7 Ik these are the weaknM«ee that I have observedt 

»♦ ^ .- ■ . . . ■ . - . . , 

ti* . . \. .. , ..... : . .. 

0. ■ .. - 



S# t would like the following new things to happen in the Volunteer 
Services Program next years 



ERIC 



tltaee uat the back of this questionnaire for additional comments 
and suggestions. 

ij thank you for completing this qu/^ationnaire. 156 



fliSie return to the Volunteer Services Office* 

010 



¥Ot.imtKn SBKVXCtt SYffEM 

coitotous, OHto cm school district 

TBACHKR APPRAISAL CT VOtmrTEER SERVICES ^ 

Wmam . ■ Pat* 

School ■ . - , " ^ . ■ . Gmdo Leval . . 

Curricttlxim Arta« i£ Applicable . , - . ■ ■ - ; . 

Approximate NuRibtr of Studants with whom Volunteers have Meaningful 
Contact , ■ . How iwiny houre per day have you had the service* of 
Volunteer (4) 7 . How many dayi per week* - 



Im To what dWrree are these statements true for you? Please indicate by 
circling. I (1) Strongly Agree (2) Agree (3) Undecided 
(4) Disagree (S) Strongly Disagree . 



a* 


Volunteers permit me to use more small 

group or individual instruction 


1 


2 


3 


4 


5 


b. 


More time was available to devote to plan*^ 
ning when a volunteer was in the classroom 


1 


2 


3 


4 


5 


c* 


Volunteer assistance has made it possible for 
tcm to experiment with new methods of teaching 


1 


2 


3 


4 


5 


6. 


Teacher and volunteer roles are clearly 
defined in relation of one to another 


1 


2 


3 


4 


5 


m. 


The tii^e involved in working with volunteers 
nets valuable results for pupils 


1 


2 


3 


4 


5 


f* 


The orientation and training I received for 
utilizing volunteers is adequate 


1 


2 


3 


4 


5 


9» 


Volunteer-student relationships are meaningful 


1 


2 


3 


4 


5 


h. 


Volunteers are trained adequately to perform 
their duties 


1 


2 


3 


4 


5 


!• 


A frank and open working relationship exists 
between teachers and volunteers 


1 


2 


3 


4 


5 


2m Please rate your communication with the following participents 
circling the appropriate responses, (1) Highly Adequate (2) 
(3) Somowhat Adequate (4) Inadequate (S) Highly Inadequate 


by 

Adequate 




Volunteer Services Office 


1 


2 




4^ 


5 


b. 


Area Coordinator 


1 


2 


3 


4 


5 


c* 


Staff Coordinator 


1 


2 


3 


4 


5 


d. 


Volunteer Buildinq Coordinator 


I 


2 


3 


4 


5 


e* 


Volunteers 


1 


2 


3 


4 


5 


f. 


Cornmunity Resource Placement Coordinator 


1 


2 


3 


4 


5 



3. Would you like to have volunteers in your classroom next year? 
tes , Ho If not, why? ^ 

4. These are the strengths of the volunteer program as I view itt 



»♦ - : ' ^ . .M . ^ ,1 ^ ■ 

b. . „ ^ 

e* . . . ... - . .... . 

5* These are the weaknesses that I have observed s 

a* , . . ■ - ^ . 

h. . : 

C. ^ ■ ■ , - - ■ - - ■ ■ 

I would like the following new things to happen in the Volunteer 
Services Program next years 



^ f lease use the back of this questionnaire for additional comnicnts 
and suggestions^ 

Thank you for completing thie questionnaire 4 
Please return to the Volunteer l^tvices Office. 
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SAMPLS 



VOLUNTEER SERVICES SYSTEM 
COLUMBUS, OHIO CITY SCHOOI/DI STRICT 

'J ■ 

ELEMENTARY STUDENT APPRAISAL OF VOLUNTEER SERVICES 

What Do The Childiren ThinTc of School Volunteers ? 

Kote to Teachers s Will you please explain to your students that 
we are trying to assess student educational needs as they relate 
^6 volunteer help. It is, therefore, important that they answer 
the questions truthfully* The first three are for teachers to 
answer . 

1. Name of School 



Name of Teacher 



2. The grade level of - this class is , 

.K12 3 4 56 

(if a cotnbination, check the grade with largest enrollment) 

3. TJhere are minority children in the class ^ . 

yes no 

1-5 6rl0 over 10 



4. Kow many children in this room have been in classes where 
volunteers (exolain who volunteers are) have helped? (You 
may not have had volunteers yet this year, but some children 
will have been in classes other years where people were used.) 

b-10 11-20 21-30 more 

5. How many have had a volunteer v/h6 worked with him alone on 
his work (reading , math , etc * ) ? 



ERIC 



0-10 11-20 21-30 



more 



6. How many have had a volunteer help him check out or select 
a library boo'.:? , 



0-XO 11-20 . 21-30 more 
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7, How many have had a volunteer who read a story to a group 
he was' in? 



0-10 11-20 21-30 . mote 



8. How many hiivejxad a volunteer h«l]^|^* class o^ the play- 
ground or in tile halls? 



0-10 11-20 21-30 more 



How many have had a volunteer help his class on a trip 
. away from the school? 



0-10 11-20 21-30 more 



10 • riow many have had a volunteer com6 to the class to talk 
about a special subject (community resources speaker)? 



0-10 11-20 21-30 more 

lie How many like having volunteers? 



0-10 11-20 21-30 more 

12, How many do not like having them? 



0-10 11-20 21-30 more 

instriietion : rirect TrfiT following questions only to those who 
rp like having volunteers* (An easy way to keep tirack would be 
to have the **dos*' sit on one side of the room and the "don'ts** 
in a different place.) Children may raise their hands for more 
than one response but only those who do like volunteers should 
respond to these ouestions* 
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I like volunteers to come to school, Isecause (check the appropriate 
grouping for each) : ■ ■ 



13. Thf^y help me with my school vqrk. 



0-10 11-20 21-3^: over 

14. They help me find good books to read* 



0-10 11-20 21-30 over 

IS* They read stories that I like. 



0-10 11-20 21-30 over 

16 « They show and tell interesting things. 



0-10 11-20 21-30 i;. over 

17. They tell me things 1 couldn't find in books. 



0-10 11-20 21-30 over 



IS. I became more interested in what we were studying after 
the volunteers talked. 



0-10 11-20 21-30 over 

Id, Xt made me feel important when they came to our room. 



0-10 11-20 21-30 over 

20. They made what w6 wore studying ea file t to understand. 

0-*10 ' 11-20 21-30 over 

C14 
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21* I didn't have to do any work when they vere here. 



0^10 21-30 over 



^1— 

Ask children if there are other reason* they like volunteers < 
List other reasons they give and the number who agree* 



Nuniber 



Nuniber 



Kuinber 



Instruction* Direct these questions only to those who d£ not like 
having volunteers* (Please see that only those ^counted in tlo. 12 
respond to this.) 



1 do not like volunteers to come to school because: 

\ 

22. They use words I can't understand. 



0--10 11-20 21-30 over 

23. i already know what they told us. 



0-.10 11-20 21-30 over 

24* They were boring. 

0-10 11-20 21-30 over 
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Ask children if there are other reasons they don't lil<e volunteers. 
List other reasons they give and the number who agree. 

Kunnber 
Kuraber 
Kuniber 

25 • How many children want the office to continue to arrange for 
volunteers to go to schools? 

0-10 11-^20 21-30 more 

26. How many do not want volunteers to work with i:hem? 

0-10 11-20 21-30 more ^ 

27. Ask children vhat things (in additon to those mentioned) they 
think volunteers could do in their classroom to help them." 

\ 
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SAMPIiB 

VOLUNTEER SERVICES SYSTEM ♦ 
COLUMBUS, OHIO CITY SCHOOL DISTRICT 

SECONDARY STUDENT APPRAISAL Or' VOLUNTEER SERVICES 



iChat Do The Students Think of School Volunteers? 

Kote to Teachers: tfiii you ple.ase explain to your students that 
we are trying to assess student ec'ucation needs a^ they relate to 
volunteer help. It is, therefore, inportant thab they answer the 
questions truthfully. The first three are for teachers to ans^ver. 



1, Name of School 



Name of Teacher . . 

2. The grade level of this class is . »«. _ 

9 10 11 12 

(if n combination, check the grade with largest enrollment) 



3« Tliere are minority children in the class . 

yes no 



1-5 6-10 over 10 



4. How many students in this room have been in classes where 
volunteers helped students with their work or hat'e presented 
material for enrichment of classroom work? * <You may not have 
had volunteers ydt this year, but some students will have 
been in classes other years where volunteers have helped.) 



0-10 11-20 21-30 more 

V 

5. In what areas of school work or school life could you use 
assistance or guidance? i.e. How could qualified volunteers; 
• help in the schools? 
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vihat special aualification^r training do you perceive a 
volunteer would need to perform the services yoii have 
advocated in No. 5? 



If given the opportunity, would you be willing to be a 
volunteer to assist younger children with their school v/ork? 



0-10 11-20 21-30 



more 



4 o 
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VOLtrmJBlER SERVICES SYSTEM 

cousmvst OHIO cm school district 

gRXltCIPAL APPRAISAL OF VOLUNTEKR SERVICES 



Harn# ^ ^ Date 

School . ■ 



ilurnber of Volunteer* U«ed . , Estimated Need for Next Year 

f 

I. To vhat degree are these statements true for you? Please indicate by 
circling. (1) Strongly Agree (2) Agree (3) Undecided 
(4) Disagree (5) Strongly Disagree 



a« 


The Volunteer Serviced System 

Manual cxolains hhe 'oumoses and t^Ttint^Axi-r^^m 

for utili:;ping volunteers clearly 


1 


2 


3 


4 


5 




The procedures for recruiting volunteers 
have been satisfactory 


1 


2 


3 


4 


5 


^% 


The procedures for interviewing volunteers 
have been satisfactory 


1 


2 


3 


4 


5 


a. 


The general orientation and training programs 
provided for volunteers have been adequate 
in number ^nd content 


1 


2 


3 


4 


5 


e. 


The procedures for assigning volunteers to 
schools have been satisfactory 


1 


2 


3 


4 


5 


f. 


Orientation and training of teachers and 
volunteers at the school have been adequate 


1 


2 


3 


4 


5 


2. Please rate your communication with the following' participants by 

circling the appropriatj* responses. (1) Highly Adequate (2) Adequate 
(3) Somewhat Adequate (4) Inadequate (5) Highly Inadequate 


a. 


Volunteer Services Office 


' 1 


2 


3 


4 


5 


b. 


Area Coordinator 


1 




3 


4 


5 


c. 


Staff Coordinator 


1 


2 


3 


4 


5 


d. 


Volunteer Building Coordinator 


1 


2 


3 


4^ 


5 


e. 


Volunteers 


1 


2 


3 


4 


5 



3* Would you like your scl^ool to participate in the Volunteer Services 
program next year? ' ^ 
Yes No If not, why? -^^^ 



4. What specific ways are you planning to expand the use of volunteers in 
your school next year? ^ 



5m Woiild you be willing to schedule staff development time for additional 
planning of your volunteer program next year? 
Yes No , If not, why? ^ 

6# These are the strengths of the volunteer program as I view it: 

a, ' <.., 

b, - ' \ 

c, . 2. 

7. These are the weaknesses that I have. observed: | 

»• ^ 

. 



8. I would like the following new things to happen in the Volunteer 
Serviced Program next year: 



Please use the back of this questionnaire for additional comments 
and suggestions* 

Thanic you for completing this questionnaire. 
Please return to the Volunteer Services Office* 
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VOLUOTEER SERVICES SYSTEM 
COLUMBUS, OHIO CITY SCHOOL DISTRICT 

ADMINISTRATIVE STAFF APPRAISAL OF VOLUNTEER SERVICES 
■- - ■ ' ■ ■ ■ Date 



SchooiV If Applicable ^ 

Program atod/or Curriculum Area 



!• i have had an opportunity to observe volunteers in the school. 
Yes No . 

2. 1 feel that volunteers present information or experiences that children 
, and/or teachers would have difficulty finding elsewhere. 

No . If no, why? " 



3. I believe this program is an asset to the school curriculum. 
Ves No If no, why? ; 



4* In general, the utilization of volunteers as suggested in the Manual by 
the Volunteer Services System has been helpful. 
^ Yes ^ No ^ If no, why? ^ ^ 



5. These are the strengths of the volunteer program as I view it: 
a. 

b. ^ 

c. 



6« These are the weaknesses that I have observed: 

a. . 

b. 

c. . 



1 v;ould like the following new things to hefppen in the Volunteer 
Services program next year: 



Please use the back of this questionnaire for additional" comments 
and suggestions. 

^||hank you for completing this questionnaire • 
^^^Flease return to the Volunteer Services Office* 

i ' * , 16G 
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VOIiOiSlTEER SERVICES SYS^TEM 
COXiUHBliS, OHIO CITV SCHOOL DlSTRICt 

AKNUAL REPORT BY VOLUKTEER . BUILDING COO RDIKATOR 
School ^ Coordinator 



1, Involvemeht of Pergonnerl 

i« Number of volunteeri serving' in claesroom 



b! KuitODer or volunteers giving general school services 
Number of volunteers giving office services 



d* Number of vx)lunteers giving services to individual children or 

small groups ' ^- ^ ^ . 

t» Number of volunte^^rs added to th^ program this year 



t. Number pf volunteers who dropped out of the program during the 
9. Total number of man hours durin^f the year ^ — 



h. Number of volunteers who wish to continue . ^ — ^ — . 

at^^List the types of service the volunteer performed for the classroom 



teacher t 



I^i.t the types of service the volunteer performed for the school 
pr site outside the classroom activity: 



c. 



List the types of service that were given to individual children 
or adults outside the dlasaroomt 



3^ Training and Supe rvision 

iia. Did members of the staff participate in: 

(1) the training of volunteers 

(2) the lupervision of volunteers 

b. Was in-service done through 

(1) individual conferences 

(2) group conferences 

(3) printed material 

(4) demonstration techniques 

(5) observation of experienced volunteers 

c. Was adequate space available for volunteers to perform 
their duties? 

4. BnoVs and Itaierials \ 

a. Do ypu have an adequate supply of instructional 

material? ^ . * ^ 1. ^ 

b. Do you have a satisfactory collection of textbooxs? 

library books? 

5, Teacher Reaction 

a. Number of teachers on staff - . , ^ ^ 

b. Number of teachers using volunteer classroom service 



YES 




^ 




























YES 


NO 











c! Number who have requested continuation Of classroom service 
d. Number of fiew requests for classroom service ^ ^ 



6. Suggestions and comments you would lilce to add about the volunteer 
program. . — ^ ^- " 



Thank you for completing this questionnaire. 
Please return to tht Volunteer Services Office* 
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SAMPLE 
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VOLUMTBSR SBRVICBS SYSTEM 
COtUMBUS^ OHIO CITY SCHOOL DISTRICT 

IMPACT OP VOLUNTEERS ON STUDENTS 
(To ho £ilX«d out by Teacher) 



SCHOOL : .. ... . . . .... DATE 

GRADE LEVEL 



We need your help in rating the impact volunteers have on your 
stjdents* Please chech the appropriate responses. 



YES NO TELL 



1, Volunteer Cs) have been regular in attendan<:e ^ 

2* Volunteer (s) have vorTced harmoniously with ^ 
students 

3* Volunteer (si provided appropriate models ^ 
for students in behavior, speech and dress 

4, Volunteer (s) helped the teacher maintain ^ 
good order in the classroom 

5, There wa« evidence that students enjoyed _ 
tv'orking with the volunteer (s) 

Stud^ert Progress 

i 6, Volunteer (s) have been a motivating force 
for student (d) 

V *7 ^ T have noticed a behavior change in 

student (s) working directly with volunteer (s) 

^ * There have been definite academic changes 

M in students working directly with volunteer (s) 

9* Student(*s) attitudes toward volunteer(s) 

* . are favorable 

fUm^ 10 . There has been an improvement in school 

\ attiBndance of student (s) working directly 



'i , - With volunteer (s> 



SAtdPLE 



'♦^ASSESSMENT OF MATERIALS MADE AVAILABLE TO THE VOLUNTEER 
ORIENTATION OR GENERAL HANDBOOK 
SCHOOL VOLUNTEER HANDBOOK 
PURPOSES: 

(1). To Introduce individual volunteers to the Columbus Public 
School's volunteer programs (a history of ... a capsule 
of programs now offered) 

Ineffective Effective 
1 L 3 4 5 

Coiwnents: ^/ 



(2)» To establish basic volunteer needs of the, Columbus Public 
Schoqls* 

Ineffective Effective 
1 2 3 5 

Couanents : 



(3). To identify basic contributions to be made by Columbus 
Public Schools volunteers. 

Ineffective Effective 
1 2 3 4 5_ 

Comments : 



(4). To establish basic volunteer application process* 

Ineffective Effective 
1 2^ 3 A 5_ 

Coimnents: 



(5)^ To explain basic volunteer selection and placement process. 

Ineffective Effective 
1 2 3 4 5 



Comments : 
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(6), to 4>rei*#nt basic guidelines for continued training 

Ineffective Effective 
1 2 3 4 5 

Conents i 



(?)• To establish basic volunteer roles* 

Ineffective Effective 

12 3 A 5 

Cotoments: 



(8)'. To establish basic rules for the volunteer to work within 
the individual school. 

Ineffective , Effective 

1 2 3 4 5 

Conuaents : 



(9)*, To establish quidellnes for the volunteer to work with 
the school principals and the classroom teacher. 

Ineffective Effective 
1 2 3 4 5 

Comments : 



TRAINING HAtlDBOOKS 

Program related handbooks , ^ 

Degree of effectiveness of laaterial 

(1) . Complete Does the handbook contain all the material 
the volunteer needs to know to do her job? 

Ineffective Effective 
1 A 2 3 4^ 5^ 

Comments^: 
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(2) » Logical Is the material presented in a logical easy to 

find way? Can the handbook really be used as a han:dbook? 



Ineffective Effective 
1 J A 5 

Couaents : 



(3)# Precise Is the material to the point? 

Inef feet i ve Effect ive 

1 2 3 4 _S 

Cements : 



(4) Concise Is the material stated in a minitnum of words? 

Ineffective Effective 
1 2 a 4 5 

Connentst » 



(5)* Simple Is the material easy to read and understand? 

ineffective ' Effective 

1 2 3 4 5_ 

Comments: 



Degree of Effectiveness of Format 

(1) . Logical Is the material arranged in a meaningful way? 

Ineffective Effective 
1 2 3 4 5 

Co«ents: 

(2) . Simple Is it easy to locate material? 

Ineffective ' \ Effective 

1 .2 3 4 5 

Comments; 

Please feel free to discuss any material in the orientation or 
training handbooks which you feel needs to be altered by additions 
or deletions or in any other way needs to be improved. 



C25 



171 



riittf jrtiti ttw followinr tusk** utinij tht rmtlng i^tlt b#l<r^. Wot* thut tht l«pbrtnnci 
#f tlM tft»k bt t^t#d indtp#ndttitly 6f th# fr»qwtl6y of tb# ptrforiwinot tht 
ftiet tisiit you hm m% ^ttWtmA n tnik dott not wian thnt il nifht iiot b# iwiportant) • 



Ihf^tqtiiiiiiOy ct 

i« 06dagiMtlly 
a# fttcjtiittttly 
3# Maiiimally 



Iroortanot 

0# of no Importanct 
X. of wdmv iiiportimet 
2« of mttyAgt ijiportonoo 
3« of grOAt inp^^not 



Dtgrto of 

0* not at all 
1^ inadoquatfly 
2, adoquataly 
3» Ytry wall 



1IM ^ fmgitnm Chaixiwm 


tritqmmf of 
Farfonnanea 


Importnnca 


Cagraa of 
PrapAradnaia 


JL* uooroxnavai parawnax i^cruivwwnftt 








fcrovidaa rt eruitaant infonrttion 
* for ipttblicity purpoaaii 








3t Coodueta ptraamil intanriawi» 








4» ihiparrlMa plncmant. 
















6V isafintr axptotad rtauiis for prognuiai 








7. Wi« aa a ciiract linaon with Voluntaar 
Ikrrloas Offiot^ Advisory Council 








t« biraota coaammloationa to voitrntaari 
tlon* 








y» vO*n3<rGjLliavia proarap wi^uv^wxMn* 








id» 6oH>rdinatia proftaw tmining • 








11* Co-ordinntti program raqotnition. 








; 12* CkHK)3rdinfttti program avnluation^ 








4^ it fxanvf axTaugai anu (siwiArv vwwwbaww^w 
Mttinga* 








U* Cowinanioatti with voluntoira conctm- 
itg plnciiMint And trAlnirtt* 








15^ Co-KXfdinatai tha printing of progrA* 
ttatarlali« 








' 16. frovidaa information for waciia publicity 
and tha ichool ntwipaptr* 








" W^ ftapraitntg, in th# comunity, a poaitlvt 
foroa for tchool ¥oluntoaril»* 








'"ilt Fiioilitiitfi poaitivt optn-door reiation- 
ahipa botvtan tha ichool and tho coo- 
w^ty« 








i^. Cotiiidlaa Ani raporta nrogma atntiotic» 
f\ttA rrjaiMtion findinRi to Volunteer 
flaryloaa Of fiat* 









fi<flf« lilt fldditiotvnl t.n«l<» you fc«l fl chairaan in your procriB could cffoctivoljr perfora. 
AlfO, rl»-'»«» nott flnd exflnin t.noka nrcni in which nny preblcfs nxitU or in which further 
txidnnation u—m* ntof ««nty« 
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fli$w ttitm th# follovdng yblunt^or* tndki, uiinc tht rating scnlt btldu* ilot^i thnt the Iwpor- 
ttneg tht tnik aiy bo riital Ind^rtjnd^^ntly of th^ frequency of tht p^tfom^nct tha 
f«6l ihitt fcfx bavf nob ptrforaetd a Uik doti not Mnn thmt it idght not b« itariortnnt) « 



Fr»<iutnc3r of 

0« niiNir 

X« oeetsioMlly 

3* dcfttimvilly 



10* of no ittportonei 

jl» of minor l»t>ort^nco 

!2« of ovtraft imports net 

3« of ix^ikt iopott'mcif 



Degrdt of * 
Pr»P'»rgdne»s 

0» not &t ail 

2« «deci'>t«lv 
3* vorjr udH 



TASK - Iil>t^t7 troluntntr 


Fraquancy of 

Parf ornnnca , 




Dafraa of 

Prapnred.n*ift*t 


1# Qntnn ftttd <slo^?*n libr-^r?*. 




Aia* 




AiOa 




2« cl**tcki to 390 who fro:n scheduled cltidii 
nn oy(»r4u« bool:* 














., fe'ityjrvtjtta rl'^ac?;* •^■rn'*-Pti<J''>\'to libr**r!*» 














4<» Chickj: cut bci'*^?! iel^<*t«fi f** 2?tni'i^ntJ*. 














Xiolicti filltu cuitt due fliiDi* cnrdM* 
books. 














bh^ckf bo?^i:?' for tl^T**'^* 














^» Sh^ilveo bo^ttjj.i 














8» iriltff ovir-viu# bool: c^rdc undtr Appro-* 
prl'^.tt roofi ntnborfi* 




























l0# ^Xac#$ di2i**c^d booiCs "-^itix noto ol* tx*» 
pl*»n**tlon in the an^^c: 














11 # Mnds hoM wiwii n ituutntf fx fottti notinit 
^ find for dflRtacdd book or th* chtr{« 

for ^. loi^t bock* 














li# kMmindg stud«nto to continue looking for 
\ lost books* L 














1^* Assists stuctonts in xUndinflr Miitoritl in 
rsfor<itf^<f books. 














' Ia*. Assists stn^s.ontr. in 'rnni: c*l<tcttona. 




























lis* Prsparss cina prsssnta «3nealil procrnns 

for oIassss in library skillo instruc- 
^ tion. 














ilinrts storiss to chiloron curing library 
ntricd. 














Handles procsssing of books that arrivs in 
^ths library. 














19* Tdlla stc^risi vith uao of tha felt 

bo^rd. , 














il6* Opsrttes illni^trip jfroj«ctors, record 
nl*»?*dr2* t'»*'3 roc'?r'i*?»r»* ate* 














2i* ^ripirjo catori-;l5 for iiornry display 
(i*t«# bullatin bo^rds^ book tables# 
ate.) 




























23*^tr^*iCJitana nnd cletna libriry r<3Ui?:st»nt 
iind sut^rHof * 














24# Filts catalog tarda* 
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IPlansa list additional t*\oks you feol a volunteer in your program could affecti.voly perforn* 
Also* plf^as nota nnd ai:plniti tasks areas in which ahy problem exists or in whish' further ex- 
planation atsni neessfl^ry. 
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tin** ef IM tifk iMiy b« mtmi iiitkpthdently of fttqiKincy of thn poi*for^*nnc$i (4#*m th^ 
fnti i*At y«i hAVo ti^it ptrforwd « i«lk dot* not t^^to Ut^i it might «ot bn i»p0rt*nt)# 



1* oeeMiinntlljr 
a# froqMAtljr 
3« eoiitiruilly 



Oi. itf no iMj>ortanef 
1« of ai«0ir iciportnncj. 
4^* of AVitiie«i ivportnnot 
5* of fx^iit iiopoHnnoo 



Itoerto of 

0* not nt ^Xl 
!♦ Imdequatil: 
2» ad^uat*ity 
irtty vol! 



lASX frt K Voluttiootp 


rrtquancy of 

Ptrfominca 


Xi^ortanoo 


1 

Dagraa of j 


X* JoncxpUl TOin oiwotta u/ tn# xfncn#x*# 
vltn «>nwll groupa or individual* who 
llttd fptfolftl atttntioa or praetieo In 
MM Xitminf «r«^* 








d« JLtflitinf in tnd proyiding mxtichmnt in 
Muiot Art and drato>» 








i* ^iing 1 eitagoriainj nwt cttAloging ma- 
itriuli Uiid in tht ctlatird^* 








X. Dojklicating sMittrials oin tdhool Mchinti 
for ttnohtr luio* 








5« flotting tjp and ootrtting ^udlo-Hiunl 
tqttilsiwmt (filnitrip projoctor, tapi 
rvoordori ito») 




* * 




frtiporing iwitfrinl* for nnd tilling 
storiti* 








?♦ frtparlng aattriali for Htad diiaonttrating 
ortatlvi art or cr^ft projacta* 








8* ftrtpiring laittriAla for cIiijfllroo« aispl^;^ 
(i#f,i bulla tin boarda^ intaraat tafclaa^ 
' ttaO 




■ 


- 


9. iatting up and auparviaing gaaaa in claia 

or on pl^ty ground ♦ 








lOt Aaalatlng in monitoring oavat#nta of chil- 
dran (in hillti on plnyjjroundii bonrding 
buata in l«vatoriia« atoj 








Aialatitg In prarv%ring* piiaaing out and 
elaining up ehildran'a an^cka* 








12 « Aaaiatinc in elarmlng up claaaroooi a^ulp^^ 
aant nn^ rappliaa* 








13* Aaciitinj in tanlnttlnitiff diaciplina on tha 
playfrouttd ami in tnforcing pltrcround 
rul#a« 









Fltiai list «iUtlon-l tft.ik3 ?ou f«ol n yoluftt«op iti ywir procr.tn could effeiStlvcly perform. 
Alw, •iZ.'iU* noW ftwt «'Xi*liia tAii<» nronc in which *ny ?i:obl«"a •xiatt Of In «hi* further «x- 
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eprtnnit of tht t-^ik ii^r bt mttd indtpfmltntly of tho frtqutncy of tbo nerformtnce (1*0* • 
tbo fiiet thrtt you bavo lujt ptrfomd a t^ik dots not atte thtt It »itht not bo importmt), 

ftlKpitlMT of 

felrrmrncio. I«>ortjinet 

0« »trtr 0« of no l»port/«ncf 

!• oooA«ioitiU;r 3l« ^ tdnor inport^nco 

2. rro4«ontly S« of *^r«ft inportnnoo 

J* •oatiwwUjr 3* of fJ^at importfaoi 





TASK " RMlth ScnriM* Volt>at»«r 


Fraqttincy of 


Isportanoa 


Oacr«a of 
Prtp^radntia 




1# iliiiit nurtf vh^i^ iho i« in thi offlco 










2* ICoopo mvrio's offioo optn to trtat tho 
diild ^0 hni an aeeidtat Of 1»«oo«ti 
oisMonly ill* 






^ — ^ — 




3* Aioiots in londinf child> vbo roquirti 
iMtdittt nttontion» to nppropyr^oti^ 
hoopltal. 


• - 






• 

t 


4* FIIa* Ottt noopitaX rtrotrtx tna toporc 
to bo oint to auptrinttndtntU Offtoo* 








1 

* 


Atoiito in Mnalnf nooo an tn injurta 
ohild who dooi not roctoirt imtdiato 
liotpitiil attontion* 






i- 




6, Filia out ncoidf nt rt port to U aant to 
iuiporintandont^a Offica* 








l. 
i 


i\ dltnra ayt of looat foraifn objact b** 
iTTi cation 01^ tna uaa or 90xa « ooiion 
applIoator« 




* 




* * 


i« ; laf'ara popil to phyiiioian Kftar caution^ 
inf hi» not to n;rt» aya and aftar ai^ 
plTiM Xaoapitln drotM and a-atarila 
dra« «inf« 








* 
t 

« 


f • Irrliatai aya affaotad ty irritant 
ohfsieala with quantitiaa of watar^ 










IQ^ Apfdiaa a larga atorilo ortialnf to 
buni araa and notifiaa pamti* 










il« Claanata wound mraa with fhiiotox and 
tap wtar ana appxxta a att ruia arj 
draaaint and aoaa that pftrcntt ara - 
noiifiad* 








1 


12« Avoida rt-Kliaiiinf wounda for childran* 










23* Adviaai ihai a votmd rtqtidrinf atitehai 
ba traatad in hours. 








<^ 


il« aOfU^B paranta^ or in tkair nbianca tha 
aiMirganoy aqundi ba oallad in oaia of 
anabaotad fractura* 


• 








15# AwlcU firat ai<i to tuaptetid fmcturt 
oaaca^ axoapt in tho caaa of htftor*^ 
TtaAgat at vhioh tiaa atariia bdmla^a 
Md praaaura ia appliad to atop bla«d<- 
lac* 










ciaanaoa anioia bito vound ami appliaa 
altan^ atariia drtiainf « 










Z7* iaaa that all bito casaa ara rapo^tad to 
propir authoritias* 








4 


it* Adviiaa that in tha cnaa of 'ncuta amldcn 
illnaiai pirantt^ or if thty ara una- 
valLnbla* tha aiMircitt4?y acjund b« ttoti** 
fiad* 
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Ikgraa of 
frat>artdniii» 

0* not at all 
1^ lnadfqa*taly 
2. adtquatalj^ 
3^ irary uall 



TASK - K^lth 3<?rvleo« Voltmttir 


!Vo<tttf ncy of 
Parforw/inca 


t«rcrt/^nea 


D^iCJ^eo or 
fropnreJncdii 


•nr W txdlultd fron i(*h66l until 
f tht «oatlition rulMlctifs or rhyil- 
cdtn^t iinttmni tlvit tho condition 
ii ••ilOn^inftstiouo'* it siiboittud 1>J* 
tht |)iirtnt5# 


• 






"36^ Jlfteit cotton itt tii»~tnr ol^ n chilli 
^^onptniMf^f 0f tirttchf ^tuA notiriti 








^« Huott cotton aoisttn^d with oil 

cloirt m tooth eonti^inins ^ C'lVity 

AUd B^fi9» pimtt of 0Md of 

dental ontt* 


• 






that pnront is contactt^ im«ui« 
ttcly in oust of injuty to ptrniDcnt 
twth. 


* ♦ 






iimpB diilod^td tootk in »oiii itcrilc 
diNMiiinf and giytt It to pnrtnti* 








iwfmxiwi^M }>itio4icoliy the i'ir'it aid 
cabiMt for adiquatc •uppli«s% 


• 






f akes tottpsraiura o:^ ill child whan 
naoaiiotT'* 








i6* Ciaena thamodattr# 








Suporvisas child t/ko ^or soma reason 
naada to rast in tha nursa^s offica# 








2i« ^illa out foraa unaor tha diraotion of 
tha ichaol nuri4* 




* 




Maps Tacorcia up xo ciava anu^or^anxzau 
tttidar direction of .school nurse* 









flwn list additionni tasks thnt you fail a volunteer in your projrairt could effectively por- 
for«« Alsot please note nnd explain task Areas in vhich any problem ^exiota or in which fur-* 
thtr explanation seems necessary* 



(3 



176 



C30 



Pltns* rnt«.th.j follovlng tsahs, tifiinc the ratine t»loy« Bott th-.t ttee inport-mce 
of th« t<<«k nij" be r-tcU Inttonmlenfcly of th» frociyency of th(» nerforn-'nst (i.e., thi 
f icfc thit you L'¥fl not fcttcTtaul t tr.cfe does net laann th-t it nlcht r.ot 1» infort-nt). 

fr*iMn«y of of 



TA51C « Tutor 


froqudrtcy of 
ferformnnct 


JfcnotHtrnco 


Diffrea of 


!• Vorki with oM ttuddnt on it * 








3» Hi#iiri itXKitnt with ronding nrobltnt. 








3* Hu»t uork 2i hy ••aiicnk ont co- 
inoldini with that of rtading 
titehtr/ 








i» Aiiiinidi 3 or itudent* l^Qr a * ^ 
X0-4dhtttt tMtioA^ • * / 


♦ ^ 

1 

■„ ■■.\.n,.-, 






SuptrVlctd ^ rtndittff ttwoktr nnd 
, hut conftrtnct5 vith ttncher. 








6* itOBi litttnd in-«»rvic« trnit^inf ♦ 








7« Ifokts otm Itison f/URS. 






« 


i« Cr#.^tfs tnriehiQcnt QnmM^ 








9# tijiy u»« r«cord« or tnyo arwordtrt. * 




* 





n«asi aiit ndaitioncl ta«ks you f«tl » voluntttr in your progrnia could jff^ctivtly p«r- 
fora. Alio, pltQM not* ftnel txplftin ttuki artaf in which nny ja-oblMi axiatt or in uhieh 
fartlMf txplMuition ittMi ntetiiary. 
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of ttMi taik aiy bt rnttd indopomttntlr of tht fr^Kiu«ncy of tht !itt*for«nnct (i#it», th«» 
fiiet thit you hnrt not ptrformod a taok dooi not »«'*n thnt it micht not bt lrafor*Attt)» 



FM(|tioAC]r of 

li ocMtioftnUy 

fjrtqtumtljr 
3« o<mtintnll]r 



0« of no inportanot 
1« of Minor imi>ortinct 
2. of nrtnit« '•^portv^nct 
3« of griMit ittportnnot 



Otsrto of 

0. Hot At 

1. inadriuittjR^ 
2« i^doquAttly 
3. Ytry wtU 



TASK • WOTJUHITI iIKSvJURCm . 
Sterttniau Chairoin 


FxHKiutncy oi^ 
ftrfortrnot 


Inpt^ttnot 


btgttt oi 
Prtp^rtdnteA 


I. Ooordinatta nU icrtontri. 








nilB vc(»neiti of serttntrs 








3# Holnt^t ntt^ of ntt* voluntovrt 
^ And iorttntri* 


- • * -r, • - 






4» ci$€T$ kil voluntAor nnmos ^od 
^ oo0rdinator« 








' dbteici olX ptrtonntl onrds to bt 
ittro thtx co«ipl«tt« 








§• ^^OfioMtnt coortiinntiDrli dirtct co«v» 
t«et. 




— ^ 


* 


?• iforics dirictly with Qh'xitmn of 
* *iii»t boorddiwtor^ * ' ^ ' 


* 4 




' 

* + * V i * 

* * 










1« rind ntv rtsourc* voltmtttiri «i 
nttdi isiriit* 


• 






2# Fiit^r^ntu nnssM$ to t crttnin| 








^* txpiort n«w oatfforxtA of ro«» 
iourci voluntttri« 


■ ,n 






^Ittr ntw cAtAgorif • to piactMnt 
. ^ oodrdinAtort 








CoMunity lUfOwco Volunt«ir 








Xt If on oaIX a Minimim of 3 tiMi a 
jTMr to fo into A cl!!iirooa* 








2# If plictd into clnsiroom by plACiH 
Mnt ooordimtor« 








5* Dots a prtf tntntion on giirtn topio 
for Z5 ninuttt or longor. 






— n 1— ^ 


i« it cArtfuily tcrttntci by terttnura 
tbtn plictd on filo« 








tt«rttAry 


.> 






1« Rtctivet mnil* 


i 1 III ■ 






2i Ktlp« kotp fi^^* up«Kbttcl 









ntoi« Hit podiiblt fidditionnl tnAkt or nott And txplAln problta Art At # 

bnok of shitt) 
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wumsn T^JK Sin::? 

Pli»ntt0 r^tt jthe falXjr/irtc tn»k$, urtin* t.hjj mtine ac-^lv below.„ Note th^t th<? inroH-nco 
of tha^Visk m'*y be rnted ini^eren^i^ntl^- of the frc<iuenqy of the ncrfcrai'nco (i.c.V the 
fact thnt you Mvc not peirfcraea jr^ .t/'sk does not ce^rv thnt it miight not b« imnortrnt). 



Frequency of 

rerforr>nnc.? 

Om never 

1* occngionnlly 
a* frequently 
3* contintwXly 



0. of no iaportnnce 

1. of cdnor injtortrnce 

2. of nverage^ldncrtnnce 
3# of great importance 



Degree of 

Prctj^rgJ^^ba 

0. not «t ^-Xl 
!• inndequitfly 
2* adequately 
3* tery uell 



TASK Minl«fl:uia«xitiet . 

^^^^^^ — _ — ■.■ 0 : ' 


Frequency of 
Peirform^nco * 


Ifliport'^ncft 


Degree df j 

Pror^nredness 1 


1* VofrkM in inner-city 6th grndot 

who h^^ye reading proficxenqy^y^ 








2. Tuo hours per veek ^ 5 to 6 
students. 








^* Ar7iin%e3 xxex^^rips noursv 

per months Arranges trans-^ ^ ^ - • 
portation,^ 








Am Bncourates redoing for i^e^isure , 
tqr ittti*oducing hooks. 








^» iDriYes oar 








Has degree in educntion^ 








?• Attends trftinin; siission* 














2 , . - 



I 



tleese list odditionnl tasks you feel a volunteer in your progran could effectively perforra, 
Also^ please note and o:qplr<ln tasks areas in uhich any problem Hxisttf or ip which further 
esqplanetion is necessary « ^ 



17 a 



SAMPLE 



NAME 



ADMINISTRATIVE VOLUNTEteR TIME CARD 

TELEPHONE 



ADDRESS 



ZIP 



VOLUNTEER ACTIVITY 



Please keep trkck of your volunteer hours. At the end of the school 
year you will be^ asked to supply your total hours of volunteer 
service. * This is most helpful to our program in measuring its 
growth from year to year. It should also be helpful to you in 
keeping your Federal Income Tax Records. A letter will be sent to 
you at the end of the calendar year from our office validating your 
total hours of volunteer service. 

Your help v;ill be appreciated. 



FILL IN HOURS OF SSrvVICE ON DATES GIVEN* APD Tj?TAL FOR MCMTHS, 







1 

= i 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 


13 


14 


15 


16 


17 


18 


19 


20 


21 


22 


23 


24 


25 


26 


27 


2B 


29 


30 


31 


MON 


























































1 












1 1 




— ! 

1 
















































































































i 






... , 
































































L 


L 
































































1 















































































































— 


















L 


































































! 


































































f 


[ 


1 1 


























































v^6X J 


\ 
































































\ 






\ 






























u 














, — 















ygAP-'S TOTAL 
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SAMPLE 



VOLUNTEER SERVICES SYSTEM 
COLUMBUS, OHIO CITY SCHOOL DISTRICT 

SUGGEStlONS OF t^EW WAYS FOR UTILIZING VOLUNTEER SERVICE 

^^^^^ ^ . : TELEPHONE 

ADDRESS 



ZIP 



POSITION/RQLE 



The Volunteer Services System is always looking for new ways to 
meet the ever-changing needs of students through volunteer^ 
activities. Please assist us by providing your valuable ideas. 
To help us, please provide information concerning the following: 

1. ^^at is and how great is this need? 



2U What grade levels are involved? 



3. How many schools wduld be involved? 



4. In what ways could volunteers service this need? 



5. What special talents, skills or experiences would the vol- 
. unteer need to enrich this ne^ly developed volunteer program? 



6. What kinds of training do you feel would benefit the 
volunteers to perform their assigned tasks? 



7. VThat kinds of materials do you feel would be necessary for 
this volunteer program? 



8. When would you like to ^e this program go into effect? 

.9. What i6 your commitment to the development and coordination 
of this volunteer program? 

■ ■ . " ^ 181 
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VOLUNTEER SERVICES OFFICE 
COLUMBtJS PUBLIC SCHOOLS 
COLUMBUS, OHIO 



ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEER PROGRAM 

(Community Survey) ^ 



Name 



Position of Type of Work 



^ 7 Directions 

Please answer the following questions as well as you can 
by a) circling all appropriate responses and b) answering 
in your own words wherever youv open response is requested 

Thank you, 



BACKGROUND 

1. Have you worked (directly or indirectly) with school 
volunteers? 

a) Ko 

h) Yes (please specify how) 



2* Have you worked directly with the Volunteer Services 
Office? 



a) No 

b) y^s (please specify how) 



11/73 
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3« If you have worked directly \^ith the Volunteer Services 
0££icei have you been satisfied with the contact (s)? 



a) Yes 

* - •> _ 

b) No (please specify) 



c) Not applicable 
4« Have you ever been a school volunteer? 

a) No ' ^- • V ■ ' V": _ 

b) Yes (please specify the area (s)) ^ 



ASSESSMENT OF NBEDS 



5. Please rate the importance of using volunteers in each > 
of the following areas (circle the most appropriate 
number) 

— Very Somewhat Not 

^ Important Important Important 

, •» " 

a) Individual remedial 4 3 2 1 0 
help (tutoring) 

b) Group remedial h^lp in 4 3 2 1 0 
a subject matter area 

c) Individual accelerated 4 3 2 1 0 
help in a subject matter 

area * 

d) Group accelerated help 4 3 - 2 1 0 
in a subject matter area 

e) Library assistance 4 3 2 10 
(selecting bookSi story- , - 

telling^ etc.) • . ' 



Very Somewhat Not 
Important Important Important 



f) Playground (or halls) 
assistance 

g) Fi^ld trips or other 
on-site visits away 
from school 

h) Community resources 
(speakers to discuss 
various topics of 
potential interest) 

i) Office assistance 
(helping secretaries 
in various student- 
related activities) 

j) Teacher assistance 

(paper work, grading, 
working with students 
on projects, etc.) 



0 



0 



Please list any other areas in which you think volunteer 
services are important and should be offered: 



Please list any suggesirions you may have regarding the 
role of the community in recruiting, placing, supervising 
and evaluating school volunteers: 
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VOLUNTEER SERVICES OFFICE * ' ^ 

COLUMBUS PUBLIC SCHOOLS 
COLUMBUS, OHIO 



ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEER PROGRAM j } 
(Administrator Survey) i 



N^ame 



Position 



Pi refit ions 

Please answer the following questions as well* as you can 
by a) circling all appropriate responses and b) answering 
in your own words wherever your open response is requested, 

Thank you. 



A* BACKGROUND 

t./ „ ■ ' 

1. Have you worked (directly or indirectly) with school, 
volunteers? 

a) Nj> 

♦ 

b) Yes (please specify how) 



2. For the following list of volunteer related activities 
please check a) those in which you play or have played 
a role; and b) those in which you feel an administrator 
in your role should be involved: 



185 



Type of Activity 



a) am or have 
* been involved 



b) should be 
involved 



Recruitment 






Placement 






Supervision 






Evaluation 






Program Planning 






Treacher Orientation 






Volunteer Orientation 






Teacher Training 






Volunteer Training 




1 



Have you worked directly with the Volunteer Services 
Office? 

a) No ) 

b) Yes '{please specify how) 



If you have worked directly with the Volunteer Services 
Office, have you been satisfied with the contact (s)? ' 



a) Yes 

b) No (please specify) 



c) Not applicable 

Have you ever been a school volunteer? 

a) No 

b) Yes (please specify th« area(s)) 




ASSESSMENT OF K&EDS 

6. Please rate the importance of using volunteers 
of the f olljdMingL^ageaa (circle the most appropH 
number) : 

Very Somewhat 
Important Important 
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a) Individual remedial 
help (tutoring). 

b) Group remedial help in / 
^ a subject matter area 

c) Individual accelerated 
help in a subject matter 
area 

d) Group accelerated help 
in A subject matter area 

e) Library assistance , 
(selecting books, 
storytelling, etc.) 

f) Playground (or halls) 
assistance ^ 

g) Field trips or other 
on-site visits away 
from school 

h) Community resources 
(speakers to discuss 
various topics of 
potential interest) 

i) Office assistance 
(helping secretaries 
in various student- 
related activities) 

j) Teacher assistance 
(paper work; grading, 
working with students 
on projects, etc*) 

C41 



2 



I 



espcl 



r 0 



]0 J 



I:, 
. 1 



0 



'I! 



7. Please liat any other areas in which you think 
services are important and should be offered: 



8. 



Please list any suggestions you may have regar 
role of the administrator in recruiting, placi 
supervising, and evaluating school volunteers: 



•i 

13 



188 



B-4 

O 11/73 

ERIC "'^^^ 



€142 




VOLUNTEER SERVICES OFFICE 
COLUMBUS PUBLIC SCHOOLS 
COLUMBUS, OHIO 



ASSESSING THE NEEDS OP THE/ SCHOOL VOLUNTEER PRO( 

(Student Sqirvey 9-12) 



To be filled oxjit by the Teacher 



tiame of Teacher 



School 



Grade Level 

Numbet of Sti 
the class tod 



Directions 

Please explain to your students that a special qxo\ 
the Columbus Public Schoqls is trying to^ find out 
kinds of volunteer help 4re needed in the school. 
read to the students the j following definition of ^ | 
volunteer : A volunteer is someone who comes into 
school to help students., A volunteer is not paid ] 
but donates his or her t:Lme. For example, a volunl 
could assist in the following ways: by tutoring, J 



assisting in the library 



appropriate space (s) for 



or on field trips, by spei 



on special topics of inttsrest, etc. Record group] 
responses (e.g., based oji a show of hands) in the 



each of the following itet 



BACKGROUND 

1. How many students in this 
during junior high school 



room have come in contact with i 
or hi,gh school, (please record 



C-1 
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ber of students responding for each category) . 

no contact 
oc(^asional contact 
fribquent contact 

j 189 



NEEDS ASSESSMENT 

2« In what ways could volunteers help in our sch 
^ (List student suggestions.) 



3. In what ways do the students feel they as seq 
school students could be helpful as volunteer 
with younger students? (List student suggest 



4. If given the opportunity, how many students vl 
volunteer to help younger students? ' 



number of students responding 



190 
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VOLUNTEER SERVICES OFFICE 
COLUMBUS PUBLIC SCHOOLS 
COLUMBUS, OHIO 



, 'I ^ 



ASSESSING THE NEEDS OP ; THE 'SCHOOL VOLUNTEER. PRO 
(Student Survey K-a) 



t ..4 



To be filled out by the Teacher 



Kama of ^Teacher 



^4 



School 



Grade Level 

Number of St 
the class to 



. Directions 

Please explain to your students that a special groi 
the Columbus Public Schools is trying to find out 
kinds of volunteer help are needed in the school. 

read) tp the al^^den 1 3 the, ^ol lowing definition of a 



volunteer : A volunteer is someone who comes into 
school to help students. A volunteer is not paid 
but donates his or her time« For example, a voluni: 
could assist in the following ways: by tutoring^ 
assisting in the library or on field trips, by spe?; 
on special topics of interest, etc* Record group 
responses (e.g., based on & show of hands) in the 
appropriate space (s) for each of the following ite 



V 



A. BAGKGR09N0 



i. How many students have been in classes in which volunteers were help- 
ing students in the following ways? How many liked having this kind 
of help. 

Huaber of Students Responding 



Type of Liked Having 
Help Help 



a) Helping individuals or groups in subject 
matter areas (help in. reading, solving 
problems, etc.) 

« 

b) Using the library 

c) Organizing the playing o£ games, etc. 
(on the playgrouhd, in the gym, etc.) 

d) Helping* on field trips or other out-o£- 
school activities. \ 

In 

e) Speaking to the class on various I 
topics. 



Z. Based on their experience with volunteers, how many students feel 
that: 

a) They feel important when a volunteer helped them. 



b) They have learned some worthwhile thing from a school 
volunteer. 

c) They couldn*t understand what the volunteer said. 

d) They already knew what the volunteer talked about. 

e) They became more interested in what they were stydying af- 
ter a volunteer worked with them* 

f) They understood their lessons better after a volunteer 
worked with them. 
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3. What do the students, like liiost about valunteers? 
(List responses) 



4. What do the students dislike most about volunteers? 
(List responses) 



NEEDS ASSESSMENT 

5. How many students would like to have more adult volunteers come 
to work with them at school? 



6. How many students would liice to have older students come to work 
with them at school? 
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VOLUNTEER SERVICES OFFICE 
COLUMBUS PUBLIC SCHOOLS 
COLUMBUS, OHIO 



Name of Teacher 
Building ■ • 



ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEER PROGRAM 

(TEACHER SURVEY) 

« Grade Level 



Number Years- of Teaching Experience 



Directions 

Please answer the following questions as well as you can by 
(a) circling or checking all appropriate responses and by (b) 
answering in your own words wherever your open response is re- 
quested. Thank you. 



A. BACKGROUND 

1. Have you used volunteers in your classroom within the last two years? 

(a) Yes (b) No 

2. From what source (s) have you obtained your volunteers? 
(a) Check the appropriate source (s). 

How educationally valuable has the volunteer help been? 
(b> Check the most appropriate numbers in Columii b. 

(2) Very Educationally Valuable 

(1) Somewhat Educationally Valuable 

rO) Not Educationally Valuable 



USING THE INFOrMA.TION ABOVE. PLEASE RBSP0W6 TO THIS TAB 


p • 


i 

1 

EXISTING VOLUNTEER PROGRAMS 


(a) 

. Volunteer 
Services 
Office 


(a) 
Other 
Sources 


(b) 

Hov^ Educationally 
Valuable? • 


(2) 


CD 


(0) 


a) Pre- Kindergarten ^ 












b) Library 












c) Tutorial 












d) School Health 












e) Cominunity Resources 












fl Mini -Humanities 












g) Other (please ^ntify^ 




1 
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Authorization: CLD 
Ref. No.: 047 



3. In general, how satisfied have you been with the volunteer program 
within your classroom? Please circle. 

a) very satisfied 

b) somewhat satisfied 

c) not satisfied (please explain) * 

d) not applicable ^ " ' 

4. Would you like to have volunteers helping you in your classroom? 
(Circle appropriate response) 

a) yes 

b) no 

If no, explain why 

• 1 

5. If you would like to have volunteers, what are the acceptable method (s) 
for you to request assistance? Rate the following methods by checking 
the appropriate column. 



Methods of Requesting Volunteers 


Acceptability 
of Method 




Acceptable 


Not 

Acceptable 


a) Telephone Call to Volunteer Service Office 






b) Written application to volunteer Service Oftice 






c'j contact a volunteer coordinator-assigned to 

vour building 






d) Be interviewed periodically by a Volunteer 
Services Office representative 






e) Request services from the building principal 






f) Sign a request sheet in teacher's lotmge^of 
school office 


— h 




g) Other (please list) 



6. Have you eVer been a volunteer? 



(a) Yes Cb) No 



Authorization: CLD 
Ref. No.: 047 
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i. ASSESSMENT OF NEBDS — 

the following list itemizes areas in which school children may need assistance or 
^^[^ enrichment in addition to that offered in the classroom. Using the rating scale 
:^Pr provided, please rate each subject area according to the needs you perteive chil- 
V dren have for it. In addition » in the space provided, briefly explain how a vol- 
unteer could help. Think in terms of tasks a volunteer could perform with children 
individually or in small groups and also in terms of tasks the volunteer could per<* 
^ form to free the teacher to work with individual children. 



How Important Is The Need? 
Very Important 

Somewhat Important 

Not Important 



4, 

3. 
2. 
1, 
0^ 



How often does this need occur? 

3. Daily 

2. Weekly 

1, Seldom 

0, Never 



to«as in which 
Vblunteers 
Could Help 



[How Impor- 
ttant Is 
The Need? 



How Of- 
ten Need 
Occurs 



How a Volunteer Might Best Help 



Reading 



One to One 



Group 



Printing 



Ofte to One 



Group 



HUnd^rriting 



One to One 



Group 



Spelling 



Otit to One 



Group 



Arithmetie Oril 



One to One 



Group 



Social Studies 



One to One ^ 



Group 



Science 



One to One 



Group 



Stlecting Books 

1^0 ~ 



One to One 



Group 



One to One 



Group 



i Authorization: CLD 

Rtf. No.!04Z 



Arfas in Which 
Volunteers 
Cdi^Help 



How Impor- 
tant Is 
The Need? 



How Of- 
ten Need 
Occurs 



ovf a Volunteer Might Best Help 



Music 



One to One 



Group 



Druia 



One to One 



Group 



Dance 



Setting Up 
Laboratory 
Materials 



One to One 



Group 



One to One 



Group 



A dditional information about! 
Home and Community 



Career Opportunities 



People and Places 



Environment 



Health and Safety 



Aiditional Supervision: 
Playground 



;j( Bus Boarding 



Cateterxa 



Halls 



Lavatory 



Crossing Streets 



Class and Field Trips 



^ 4 
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Areas in Which 
Tf-^unteers 
Help 


tow Impor- 1 
tant is 1 
rhe Need? ( 


4ow Of- 1 
ten Needs, 
Dccurs 


ilow a Volunteer Might Best Help 


Additional Information aliout: 

Health Programs--First Aid, 
Innoculations, Vision 
Tests J, Referral to Dental 
Clinics, etc. 








' School Clubs, Activities 
and Co-curricular Programs 


V 




* " 5 


Enrichment from: 

Poom DecOTtiliioiis * 








Picture File for 
Classroom Use 






^ j _ _i 


Special Holiday Programs 


f ■ V 






Hall Case Displays 

• 1 ^ . 




^ — 




Helping students with 
personal needs, i.e., 
offering friendly at- 
tention and a willing- 
ness to listen. 






• : 


; ',1 ■ 

'% 
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VOLUNTEER SERVICES OFFICE 
COLUMBUS PUBLIC SCHOOLS 
COLUMBUS, OHIO 

s 

ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEER PROGRAM 
(PRINCIPALS' SURVEY) 

Name Building 

Student Enrollment ^ Number of Teachers 



Directions 

Please answer the following questions as well as you can by (a) , 
circling or checking all appropriate responses and by (b) answer- 
ing in your own words wherever your open response is requested. 
Thank you * . 



A. BACKGROUND 

1- In which of the following areas has your school used volunteers? 
(Please check the appropriate source (s). 



EXISTING VOLUNTEER PROGRAMS 


Volunteer 

Services 
Office 


Other 
Source (s) 


aj Pre-Kindergarten 

• ■■ - - ■ 






b) Library ^•--•^^ 






c) Tutorial 


— \ ^ — _ 




d) School Health 






e) Community Resources 


* 




f) Mini Humanities 






g) Other (please specify) 






2. In general, how satisfied have you been with the quality^of volunteer 
services obtained? 

a) from the Volunteer Services Office? (Circle one) 

(1) Very satisfied 

(2) somewhat satisfied 

. (3) not satisfied (please explain) 
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b) from other source (s)? (Circle one) 

(1) very satisfied 

(2) somewhat satisfied 

(3) not satisfied (please explain) 



B, ASSESSMENT OF NEEDS 



3* Please rate the importance of using volunteers in each of the follow- 
ing areas (circle the most appropriate number) : 



Very Somewhat 
Important Importan 



2 

0 



a) Individual remedial help 
(tutoring) 4 3 

b) Group* remedial help in a ^ 
subject matter area 4 3 

c) Individual accelerated help 
in a subject matter area 4 3 

d) Group accelerated help in a 
subject matter area 4 3 

e) Library assistance 4 3 

f) Playground (or Halls) assistance 4 3 

i 

g) Field trips or other on-site visits 4 3 
away from school 

h) Community resources (speakers to 4 3 
discuss various topics of potential 
interest) 

i) Office assistance (helping secretaries 4 3 
in various student-related activities) 

j) Teacher assistance (paper work, graa- 4 3 
ing, working with students on projects, 
etc.) 

Please list any other areas in which you think volunteer services are 
important and should be offered: 



Not 

Important 



0 
0 
0 
0 



P*2 
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S. For the following list of volunteer related activities, please 
check a) those in which you play or have played a rolej and b) 
those in which you feel an administrator in your role should he 
involved 



Type of Activity 


A) am or have 
been involved 


B) should be 
involved 


Re cr uitment 






Placement 






Supervision 






Evaluation 






Program Planning 






Teacher Orientation ^ 






Volunteer Orientation 






Teacher Training 






Volunteer Training 







4»- 
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yOLONl^EER SERVICES OFFICE 
COLUMBUS PUBLIC SCHOOLS 
COtUMBUS, OBIO ; 



ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEER PROGRAM 

(Volunteer Survey) 



Kame 



Area(s) of volunteer experience 



Number of years as a «chool volunteer 



Diyectione 

Pleaste answer the following ouestlons as wel'* as you can 
Vy a) circling all appropriate responses anc' answering 
in your own words" wherever your open response ir reouer^tet' 
J ' ' " ThanV you. 



A. BACKGROUND 

1. How valuable oip HO)^thwhile,has your experience as a school vol* 
untcer been? 



How has the classroom or supervising teacher added to or detracted 
J from your volunteer experience? 




M 2 
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3. Hofw h»« th« Volvmteer Service! Office aneieted you in 
yottt voluhteejf vork? 



;s ; * 4. How i#ould you rate the orientation and training you 

5 received aa preparation for your volunteer experience? 



B. ASSBSSMBirr OF NIEOS 

5. Pleaee rate the importance of using volunteer a in eacl* 
of tlie following areas , (circle the most appropriate 
number) t 



.Very Somewhat Not 
J?mportant Important Iroportfnt 



a) Individual remedial 
help (tutoring) 



b) Group remedial help in 4 3 2* 
a subjeict mattery area ; 

4 ' e) Individual accelerated 4 3 - 2 

tJ" ; help iiua subject matter 

-.^ ' ' " . ■ ^ '' . 

I d) Group accelerated help . 4' !,3 2 

f . « in a sijbjact matter area 

• " .■> 'f ■■■■ ■. " . ' ., " 

J ; e) Library assiatance 
. (selecting books # 

5! V storytelling, etc.) 

■ A n , ■ 

' ' ' '"' ■ •. - 

l^^'^^^!-,* ' : ■ . ^^r^^;" G:^^"/^,^;.. , Ref. NO.: 047.,, 



^■3 



^ Very Somtwhat Mot 



■I««P9rt.||P^ Important Importany 



f) Playground (or h«U«) 4 3 '2 1 
asAitstanc*- 

grj -: ri«ld trips or othtr 4 3 2 1. 

on-aite visits away ^ 
, ,_,from schoQl ,■' 

> . " ; « ,1 ,. 

h) ; Cocrimunity raaourcAs 4 3 2 1 

(spsakars to discuss 
, various topics of 
pbtsjntial Intsrsst) ■ 

i) Offic* assistancs '4 3 2 1 
(hslping sscrstariss' 
in various studsnt- 

^ rslated activities) 

j) Tsachar assistanca 4 3 2 1 0 

. (paptr work, grading, 
working with' students 
on projects, ate.) 

Pleasa list othar areas in which you think volunteer 
sarvicas are important and shbuld ba offered. 



0 
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APPENDIX D 



SAMPLE WORKSHEETS, EXERCISES AND FORMS 



FOR 



BUILDING LEVEL OPERATIONS 



Table of Contents 



Phase I Worksheets Dl 

-Identifying Needs... Dl 

^ -Analyzing School Attitudes Toward Using Volunteers D2 

-Analyzing Potential Volunteer Resources and Available 4k 

Site Resources D3*^ 

-Identifying School Proceduiees. ^ 

-Monitoring the Volunteer Program D5 

Phase II Exercise.^ D6 

Phase III Exercise . * ^. 

-Worksheet A Teacher Worksheet: Analysis of Time Usage... Dl4 
-Worksheet B Teacher Pre-Assessment Worksheet: Preparing 

^ for the Volunteer D15 

-Worksheet C Teacher Worksheet: Planning.* D17 

Teacher Request tpx a Classroom Volunteer....* D19 



20f) 
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PHASE I WORKSHEBT 



Idehtifyincr needs " 

List as many diffeireftt specific jobs you would want a 
school volunteer to perform for you in and. out of the 
classroom. * 

1. 
2, 
3. 
4. 



Brainstorm/compar e/categorize 
* (The Area Coordinator may alstf discuss services 
currently available.) 



V. 
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SAMPLE 
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PHASE i WORKSHEET 



Analyzing school attitudes i^oward using volunteers 

For each topic given, identify an advantage and 
a potential problem area in the use of school 
volunteers* ^ 

Topic Advantage Problem Area 



a* Student attitude 
toward school 

b. Curriculum: 



c. Faculty 
Attitude 



d. Administrative 
Deci s i on-MaTcing 
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SAMPLE 



PHASE I WORKSHEET 



Analyzing potential volunteer resources and available 
site resources 



For each category, describe resources you have 
available or need to develop to insure effective 
volunteer programs in your school. 

1. Interested people in the community 

Have Need to Develop 

1. 1* 

2. 2. 

. 3. • 3. 



2* Time for volunteer to assist <if the assistance involved 
out of classroom tutoring or work) 

Have Need to Develop 

V ■ 1. 

2. 2. ^ 

3. 3. 



3. Places for volunteers to work with students 

^ Have Need to Develop 

1. 1. ... , 

2. ^ . '. .J 2. ■ 

3. 3. 
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SAMPLE 



PliASE I l^ORKSHEET 



Identifying School Procedures 



In the list of responsibilities oiven. vrite "A" if 
you think the task i? the responsibilitv of the school 
administrator; "RP" if you think it is the responsi- 
bility of the School V61unteer Resource Person- "T" if 
you think it is the responsibility of the individual 
teacher using the school volunteer: "V" jf you thinv 
It IS . the responsibility of the volunteer!; "VC" if you 
think It IS the responsibility of the school volunteer 
chairman. \ 

1. Organizing neighborhood recruitment. 

2. Supervising volunteer placement in the school. 

3. Conducting volunteer orientation to school 

volunteerism. 

^ 4. Conducting volunteer orientation to. local school 

(tour of the building, explanation of school' 
rules and procedures) . 

5. Planning in advance for volunteer's work and contact 

• with students. 

— 6. Avoiding assignment of resoonsibility beyond 

volunteer's ability. 

7. Conducting in-service training sessions for teachers. 

8. Conducting in-service training sessions for 

volunteers . ' 

. — _ 9. Conducting staff orientation - Planning with staff 

! and reviewing the purposes of school volunteer 

programs . 

10. Signing in and out of the buildina. 
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t>HASE I WORKSHEET 

I 

Monitoring the volunteer program 

In ^ list of responsibilities given, write "A" if 

you think the task is the responsibility of the school SC (r 

administrator r%it" if you think^jL ^^if^.^he^r^e^ onsi- ^ 

bility of the School Volunteer ' nM^imim-=M ssSK^ "T" 

if you think it is the responsibimty of the individual 

teacher using the school volui?te@r ; "VG" if you* think 

it is* the responsibility of the school volunteer chairman. 



1. Acting as liaison between the volunteer program 
in a particular school and the volunteer program 
for the Columbus Public Schools. ' 

2. Anticipating information and materials volunteers 
will need to carry out assigned duties. * . 

3. Maintaining contact with parents and community 
groups to inform them of involvement and 
activities bf volunteers in the school, 

4. Keeping irtonthHy records of volunteer service. 

5. Following up on volunteers who are absent. 

6. * Evaluating the volunteer's effectiveness in 

his job. 

7. Evaluating the volunteer program as viewed by 
the voluateer". 

8* Making ^recommendSttions for modifications of 

volunteer services. 
9. Col lectintr* researching and presenting ideas 

coneefning development of new programs and/or 

services. 

10* Conducting orientation and training sessions 

for teachers . and/or volunteers after the initial 
building orientation and training session. 
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PHASE II (Exercise to be Completed) 

1) Discuss results of Phase I exercises and formulate 
goals for the individual volunteer program, (tist 
five goals of Building Volunteer Program) 

a- 

b. . , 

c. ' . 

d. ' 
e. 

2) Identify resource person 

a. Job description for Resource Person 
b * Identify stfilf f volunteer person 

3) Identify building volunteer chairman 
a. Job description 

b* Identify potential building volunteer chairman 

c* Principal contacts building volunteer chairman, 
explains job and enlists 

4) Identify building provisions for volunteer ^program 
a« Building entry 

(1) Parking 

(2) Door to enter 

(3) Place to report 
b* Sign in procedure 

c» Introduction to teacher 

(!) Principal, Resource Person, clerk or other 
takes the volunteer to the teacher ^ 

• •• 

(2) Teacher meets the volunteer at the sign-in 
place and takes the volun;^er to classroom 

d. Building orientation alternatives *■ 
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(1) Teacher tirovides buiXding orientation (briefly 
outlines building policies and conducts 
building tour) 

SL 

(2) Principal/Resource Person/Volunteer Coordinator 
provides building orientation 

(a) Individually (as volunteer comes) 

(b) Group (orientation session held for all 
volunteers) . Time allowed for this in 
school day, after school or in the evening^ 

Identify time and* space for volunteer to work with 
children individually 

Time^ 

(1) Out of class time 

(2) Study period time 

(3) In class time 

Space ' , 

(l) Room 



(a) Spare room for^ small tables , etc. for 

tutbr/student work. Assignment procedures 
to control use of space (someone must know 
who scheduled in the tutoring room and 
when) . 



Recruitment 

♦ 

a. Audience 

(1) Groups within the school community to contact 
(P.T.A., room mothers, churches, business 
organizations, etc.) 



(b) 



Chairs for tutor and student in hall 



(c) 



Other 



(2) 



Parents letter sent home with 
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(3) Another school (junior high stuaents to work 
with #Xe»«ntary in turn about fashion) 

(4) Methods * discussion of alternative recruitment 
- methods 

(5) Procedures - discussion of alternative 
recruitment procedures 

7) Placement 
ae Methods 

be Procedures 

8) Training 

a. Conducting pre-service training for volunteers , 

(1) Time included with building orientation or 
separate programs used 

(2) Place 

(3) Program organizer 

b. Including in-service training for volunteers (the 
teacher provides on-the-job tjraining for volunteers) 

(1) Time for teacher/volunteer work 

(2) Materials needed or desired 

(3) Provisions for feedback sharing of procedures 
and results 

c. Utilizing in-service workshops available at the 
building or area level for teachers, volunteers 
or combined gioup 

(1) Time available 

(2) Request procedures 

(3) Arrangements necessary ^ 

(4) Program organizer 
9) Super44»idn/Bvaluatioh 

a. Teacher responsibilities glS 

- D8 



(1) Problem referral (to Resource Person-Area 
Coordinator) 

(2) Request 

(3) Feedback 

(4) Periodic evaluation 

(5) Year end evaluation 

b. Resource Person responsibilities 

(1) Problem referral 

(2) Request 

i 

(3) Feedback * 

(4) Periodic evaluation - building summary 

(5) Year end evaluation - building summary 

c. Volunteer Chairman responsibilities 

(1) Problem referral 

(2) Request 

(3) Feedback 

(4) ; Sign in sheets - check - change sheet monthly 

forward to Area Coordinator 

(5) Periodic evaluation - summary of volunteer 
report 

d. Principal responsibilities 

(1) General Building Supervision - feedback 
directly to Area Coordinator 

(2) Periodic evaluation 

(3) Year en<^ evaluation 

Recognition - Discussion of possible recognition 
procedures 21^ 
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PHQ^SB III Bxerciafe 

i; 

♦ *' 

Teacher Pre-Service Orientation and Training for the 
Use of Volunteers ^ 

1) Self-analysis of time usage (Worksheet A) 

2) Teacher pre-assessment (Worksheet B) % 

3) Pre-service planning for teachers using volunteers 
Materials or information the teacher needs to have 
prepare^d for the volunteer • (Worksheet C) 

a* Assimilation of volunteer (discussfion of 

recommendations by volunteer planriing committee) 

(1) Building 

(a) Parking, building entry 

(b) V locate sign-in sheets and sign-in 

procedure 

(c) . Locate classroom the volunteer services, 

rest areas, vbrking planning areas (if 
available fox volunteer use)^ library, 
cafeteria, nurse's office, etc, 

(2) Pla^nning classroom procedures ^ 
♦ ^ . 

(a) Familiarize volunteer with classroom 
facilities, work areas, reading tables, 
record and book supply, storage areas, 
students* storage areas, etc, 

(b) Provide class members^ name list includi 
seating chart currently in use 
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(c) Familiarize volunteer with classroom 
instructions, procedures, including 
teacher's basic educational philosophy 

(d) Familiarize volunteer with classroom 
break procedures (recess, rest room 
procedures, etc.) 

(e) Introduce volunteer to teachers in rooms 
near the classroom the volunteer services 

(f) Discuss teacher-volunteer expectations 
concerning volunteer services 

(g) Issue textbooks or materials needed by 
volunteer 

(h) Discuss with volunteer confidentiality 
of students' records ^ 

(i) Provide opportunity for volunteer to 
observe teacher ahd students 

(j) Discuss training necessary for volunteer 
to effectively complete assigned tasks 

(k) Itemize training to be provided by teacher 

Planning One-to-One Help 

(a) Select student («) who desire and need 
extra help. (The amount of time devoted 
to each child is left up to the classroom 
teacher) 

(b) Check out textbook to the volunteer 

(c) Accompany student to the initial session 
with the volunteer and provide specific v 
plan of pages and materials to be covered 

(d) Try to keep help on a one-to-one basis 
unless other arrangements can be made 
with volunteer 

21G 
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(e) Be prompt vith materials. Be sure 
volunteer has materials in advance to 
adequately prepare for session 

(f) Be willing to guide and help the volunteer 
if problems arise 

(4) Planning for volunteer general classroom 
assistance 

(a) Have materials and specific accompanying 
directions ready for volunteer 

(b) Volunteeirs should have access to a type- 
writer and, if qualified to operate one^ 

~ ~ ~; " ~tb~tTre^i:t^to macHilie^ 



(c) Try to make clerical type duties meaningful 
and valuable. Avoid assigning the 
volmteier busy work^ — 

(5) Discussion of the teacher's role in' supervision 

(a) Plan some time for volunteer/teacher 
pre-planning 

(1) Twenty minutes before or after classroom 
service allocated to planning 

(2) Teacher initiated telephone planning 
sessions at convenience of both teacher 
and volunteer 

» (3) Instruction feedback forms if necessary 

J^ojELJjreljuflteerL^^ with .individual 



jor small group tutoring activities 

(b) Plan some time for periodic volunteer 
evaluation. Commend volunteer for com- 
petencies, encourage volunteer to engage 
in activities that could foster her growth* 
When available^ provide volunteer with 
materials which may help her to become a more 
able aitsistant* 
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(6) Discussion of the teacher's role in evaluation 

(a) An evaluation form will be due to central 
office at the end of each year (with the 
understanding that the evaluation form 
can be utilized personally for periodic 
volunteer evaluation and that any problems 
occurring during the year should be 
immediately referred to the resource person 
who may communicate the problem to the 
Area Coordinator if necessary) refer to 
evaluation section 

(7) The teacher's role in recognition 

(a) Participation in any planned building 
recognition 

(b) Periodic personal recognition of volunteer 
including student remembrances and verbal 

thank you^s*' 
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PmSB III WORKStfECT A . 

IffeadW Wolfksheett Analvgig hf Time Ugaoe 

Th# cla«iirpottt te^chet regularly devotea time to the 
following activities delineaiea below. Please attempt 
to Utilize this chart as a basis for analyzing how you 
spend your teaching day. It: is, of course, impossible 
to break down time spent exactly. This exer cise is 
for vour personal use and the results vou ^omoile will 
paturailv be approximations iof time usaoe . It is 
hoped> however, that the ch|Lrt provided will help you 
to jinalyze' your teaching duties in relation to time* 



ERLC 



Teaching Activities ^ 


Approx. 
Piroe Spent 


Represented 


1> Planning Activities both general 
and specific 






2> Motivation Activities both 
general and specific 






3* instructional Activities 

a. Initiating a concept attitude 
or skill 
, b. Cohsotidating a new concept, 
attitude or skill 
c. Adding Content to structure 






4 ♦ Supervision Activities^both 
active and passive 






5. Technical Activities J 
Skilled and non-skilled such \ ^ 
as organizing materials, bulletin 
boards, work projects, etc* 






6* Evaluation and Remediation 
a. Designing instruments 

Jb^fflvnisterino Tests 
c* Objective marking 
d. Subject marking 
e* Recording ' 
jt> Ihterpretirtg scores 
g* Diagnosis and Prescription 
h* Remedial teaching 






Guidance and Support Activities 






8. Others, piease specify 




■ 
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PHASB Itl WORKSHEET B 

" ' \ ■ 

.■■ * 

Teaeher Pre-Assessment Worksheett Preparing for tfie Volunteer 

a. List the kinds of services a volunteer could 
provide for you and your students in the 
classroom i*e.i exainples one-to-one or small 
group help in siubject areas. ~ - r 

; 1. ■ ■ ■ 

3. - 

4. : 

- - - - 5. ■ 



List what the volunteer n^eds to know/be able to 
do to perform the services you need. i*e. , examples 
ZIl Saterials to be used for tutoring - basic 
-tutoring procedures 

■ , - — ' ■ * 

■2. „ : ■ ' 

. 3. . ■ ' ' ' 

4. 

5. ■ ' . - ^ ^ ^ 

c. List the areas in which you can provide necessary 

volunteer training and areas in_which straining 
IT should be provided by another source. 



Teacher Provided Traihina Other Source Training 

1. 1. 

2. 2. 

3. 3. 

4. 4. . 

d. List materials or space needs which need to be 
provided for volunteer to perform her services. 

Materials (Have ) Need to Develop o r Acouire 

1. 1. 

2. 2. 

3. - ' 3. 

Space (Have) Need to Accuire 

1. 1. 
■2. ^' 
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Identify and list the procedures that you would 
like your assigned volunteer to follow .while 
worl^ing with you. Collect samples of. things such 
as t 

Lesson plans 
2. Record keeping device^ 
3* Evaluation, instruments 
4. Assignment sheets 
5^ .. Progress reports 
6* Attendance cards 
7. Typing formats 
8v Teachers ' manuals 

Identify and list procedures and policies that the 
school expects your assigned volunteer to follow 
while working in the school* Check in teacher or 
student handbooks for samples of such things as: 

1. Parking Stickers 

2. Sign-in sheets 

3. Student Forms - hall passes, library and 
absentee slips , etc . 

4. Bell schedules 

5. Transportation requests and parental 
permission slips 

6. Fire drill procedures 
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SAMPLE 



PHASg III WORKSHEET C 



Teacher Worksheet; Planning 



If o utilize effectively a volunteer, there must he 
planning between the t^iSlier an13 volunteer. This 
need not be a lengthy j(l^hing session. After the 
vdlunteer becomes faraijti^ with the techniques used 
to teach skills, the teacher only to- designate 

areas or ski lis. the volunteer" should stress. 

It is suggested that a folder be kept on each child 
ox group working with a volunteer. A form is provided 
to be used as a guide. Both teacher and volunteer 
must be aware of the needs of the child and the methods 
used to meet these needs. 

The first two items are to be filled..out by the teacher. 
The second two items are to be filled out by the volunteer. 



Name of Group . ■ , — — 

Teacher - . - . '^^^^ 

Skill: 



Suggested Materials and Techniques: 



Techniques and Materials Used; 



Remarks $ (Volunteer Observation) 
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Sample of Completed Planning X-forksheet 

I 

Becky, John, 
Sheiia, Kenfleth, Or in. 
Name o£ Group Stte, Harold. Rob. Janie Date ^ '9-7-72 

Teacher Mrs. Smith ■ Time 11; 00-11; 20 



Skills Language Development - oral - they need help i^ 
expressing themselves. We need to provide many 
experiences that will get them to orally express 
their ideas. 



Suggested Materials and Techniques: Pictures to tell a 

story. Let them talk freely at firsts then put / 
in story form, dictating while you record on one 
of the experience charts from the cabinet. You 
may also wish to read the story "The Blind Men 
and the Elephant" on page 13 of the teacher's 
guide of "The World of Language" (on my desk) 
next; time you work with them. Our media aide 
will run a copy for you so you may be familiar 
with it ahead of time. Let the children dramatize 
or recreate the story with their cw.'i dialogue. 

Techniques and Materials Used; I let the children tell 
me about the picture you gave me. I think the 
class would enjoy hearing the children read the 
story we wrote. 



Remarks; John and Becky did not respond well to my 

questions. John just shrugged when r asked him 
about the picture* 
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'SAMPLE 



TEACHER REQUEST FOR A CLASSROOM VOLUNTEER 



Hame 



School 



Grade Taught 



I have successfully completed the fiirst units of planning for 
use of the services of a volunteer and 1 am interested in 
using the services of a volunteer. 

I agree to provide for my volunteer the necessary planning 
►and training as outlined xh thig completsd planning unit. 



Teacher's Signature 



VOLUNTEER TIME PREFERRED 





ANV: DAY 


MONDAY 


TUESDAY 


WEDNESDAY 


THURSDAY 


FRIDAY 


MORNING 














AFTERNOON 
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APPENDIX E 

SAMPLE 
PUBLIC RELATIONS 

MATERIALS ^ 



4 



Table of Contents 

News Releases ^ ^ E2 

Human Interest Story ^ E4 

Letter of Introduction ^ ^ E5 

Parental Recruitment Letter , E6 

Suggested TV Spot.,,, ^ E8 

Working with People E9 < 

A Volunteer * s Viewpoint, ,,. ^ ^ ElO 

VThat Makes a Volunteer Happy; Ell 

Certificate of Appreciation , E12 

Invitation to a Recognition Program,* E13 

Letter of Recognition , E14 

Sample Flyer El5 

Sample Brochure • . * . .^••♦•^♦^ . ... ^ , E16 

Script for Slide Tape Presentation*. , E17 
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COIUMBUS. OHIO NEWS RELEASE SAMPLE 

SCHOOLS SEEK VOLUNTEERS 

The Columbus schools continue to seek persons ta serve in the school 
system* s Volunteer Services program. 

Mrs, Frances Wliite, wtio heads the program, said the most immediate jieed 
is for additional volunteers to work with classes of pre--kindergarten aged 

u 

children. 

An orientation program for volunteers in the pre-kindergarten program 
will he held Thursday^ October 18, from 1-3:30 p*m. at the Columbus 
~Bi5ucation Center, Mrs. White said. 

Also neec'ed, she said, are volunteers to work in ten inner ^city school 
library programs. 

Mrs* White said persons in all walks of life — housewives, students, 
senior citizens, men and women are being sought for volunteer programs* 
••people who love children and enjoy working in a direct action program are 
urged to particip?ite, " she added. 

She said volunteers should be able to give at least one*-half day a week 
an<? will work directly in the schools where their services .have been re- 
quested. Schedules and locations are arranged on^JpHl^ually agreeable basis, 

Volunteets free the teacher from many non-professional tasks, giving 

them more time for actual teaching duties. Volunteers also build a 

^fcronger link between the schools and the community, * Mrs. White said, 

I ■ 

Persons inter*ated in obtaining more information about the Volunteer 
Er|c^**^ program should contact the program^^gffice at 464-4300. 
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SCHOOL VOLUNTEER 
PROGRAIVI 



COLUMBUS. 'OHIO 



SAMPLE 

NEWS RELEASE 



RESpLVE TO! BE A VOLUNTEER 
If you are still looking fojc a New Year's resolution, 
ntaybe you can resolve to fcecomf a.Cplurobus Public School 

* 

volunteer-. Now that the holidays are over and school is 
back in full swing there are many children who need that 
little extra help that a volunteer brings. 

Mrs* Frances White ^ who heads the program, said that 
new voluhteers are always needed and that each year the 
need for volunteers seems to become even greater. Teachers, 
students and administrators alike agree that the school 
volunteer has indeed become a priceless asset. 

Mrs. White explained that there are opportunities for 
volunteers to serve during the school day in the pre- 
kindergarten, library^ tutoting, community resources and 
mini -humanities in inner-city elementary schools. Volunteers 
are asked to give just one-half day a week and in return 
gain a meaningful experience that will give lasting pleasure. 

Why not start the new year out right by doing something 
worthwhile with your spare time. Persons who are interested 

O should contact the Volunteer Office at 464-4300^ 
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SCHOOL VOLUNTEER 
PROGRAM 



COLUMBUS. OHIO PUBLIC SERVICE ANNOUNCEMENT SAMPLE 



1* Make 1974 a year that counts* for youl Volunteer in the inner-city 

elementary schools of Columbus. Personal training is offered in areas 
of library, tutoring, pre-Kindergarten, and community resource volunteers. 
For further information, call 464-4300, 

2. With the new year comes a renewed plea for volunteers in the inner-city ele* 
mentary schools of Colutnbijs* Give just a little of your time to help ^orm 
the future of tomorrow's leaders* For further information, call 464-4300. 

3. ^Il^ake a vital difference in the life of a small childl Volunteer in the 
inner-city schoolj||of Columbus. Training is now being offered in library, 
tutoring, pre-kindergarten, and community resources. Call 464-4300 NOVr! 

4. still looki^/^ for a new year's resolution? Why not make it one to give 

of yourselA to help tomorrow's generation? The inner-city schools need 

\ * 

you nowl PoV personal training in library, tutoring, pre-kindergarten, 
and community resources, call 464-4300, 



5. Become that someone special in the life of a small child. You ^ive so 

little and receive so much by bgjtoming a volunteer in the Columbus 

, % 

inner-city schools. Call 464-4300 NOW! t 

# 

* ^tart: the new year out right! Do something wojrthwhile with your spare 

time* Become a volunteer in the Coltimbus inne^r-city elementary schools. 
ERlC c further' information, call 464-4300. 22 8 



HAPPINESS SHARED BY 
TUTORING KIDS 

By DAVID DAUI.TON. 
• of The Dispatch Staff 

« 

Tutoring is a family affair for two Colurabus newlyweds. 

Col. and Mrs. Sidney Zobel are participants in a volunteer tutoting program 
in Columbus Public Schools. 

Mrs. Zobel, 72, who has been tutoring for two years, met Zobel, 80, a former 
mewriber of Gen. Douglas MacArthur^s staff, while on vacation in England last 
spring* They married in September. 

Now they tutor together at Eastgate Elementary School, 1939 Stratford Way. 

Eastgate Principal Evelyn C. Jones said she feared she would lose the 
tutoring services of Mrs. Zobel when she married and was delighted wnen the 
retired coloriel also volunteered. 

"We're very pleased with them'^ said Mrs. Jones. •They're doing a marvelous 
job fo3r the community." 

Mrs* Frances White, professional assistant for voluntary services for Columbus 
Public Schools, said the program now has about 30 tutors, mostly retirees. 

"W? could use twice as many," Mrs. White said. 



Mrs. White, who originated the program three years ago, explained volunteers 
receive six hours training a week for a month before they begin tutoring. 



"Some of them were really superb readers but they would say not very 
good, really I'm not," Mrs* Zobel said. ^^You can't be more flattered than 
that*" ^ 

She recommends the program to "people who have time and interest and people 
who like children." 

* 

Her4iusband added, "If you want to, there's plenty tp be done in this world. 
If you want happiness, you have to give some." 



Mrs. Zobel said the students vie for the honor 





ACTIVE RETIREES-Col. and Mrs. Sidney Zobel tutor 
in reading at Eastgate Elementary School. Stu- 
dents, froa left, are ^mita Travis, 12; Audrey 
Diggs, 9; ToBiothy Poindextor, 10; Mars Miller, 
10; Victor Hagood, 11, and Richard Murphy, 12. 
(Dispatch Photo b. Ken Chamberlain) 
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SCHOOL VOLUNTEER 
PROGRAM 



COtUMBUS, OHIO 



SAMPLE 

LETTER OP INTRODUCTION 



May this letter serve as an introduction on behalf of the 
Columbus Public Schools Volunteer Services Office? 

Our Office provides six programs to some of the Columbus 
Public Schools* They are: Tutoring, Library, Pre-Kinder- 
garten, Mini-Humanities, School Health and Community 
Resources* Over 600 men and wcwner^ are now volunteering 
their time but success has made our needs greater* . 

We have found that our city is rich with human resources # 
volunteers who are willing and eager to share their knowledge, 
talents, and experiences with children in their classrooms* 

Enclosed is a Brochure that explains in capsule form what 
these needs are* However, we would like to personally meet 
with yoiXi to discuss the program in detail, and to ask if 
your company or agency would be able to assist us in obtain- 
ing additional volunteers* 

We will be calling for an appointment in the very near futuSjfe**- 
and hope that this letter will serve as our introduction* 

If you have' any questions prior to our meeting, please do 
not hesitate to call us at the Volunteer Services Office - 
464-4300. 

Sincerely, 



LWRig nQ/i 
Bne. 1 ^ /CaU 
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SCHOOL. VOLUNTEER 
PROGRAM 



^> SAMPLE 



Dear Parents: 

There will be a School Volunteer Meeting Thursday, 
October' 9, 1974, at 10:00 a.m. in the 
Elementary School Library to acquaint and reacguaint 
you with the purpose of the School Volunteer program. 

Please come and bring a friend or neighbor with you • 
so that all of our children at " * School 

might benefit. 

Coffee will be served. 

Hope to see you there* 

Sincerely yours, 



LWR:g 
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SCHOOL VOLUNTEER 
PROGRAM 



COLUMBUS, OHIO 



SAMPJ.E 



PARENTAL RECRUITMENT LETTER 



Dear IParents, 

Read on parents and you will learn 

What a feeling of satisfaction you can earn 

♦ 

By volunteering a minute, an hour or two 



Of yout special ^elp at your neighborhood s<phool. 
We need tyoists, artists, musicians and such 



To give our school program an extra touchy 

We don*t need credentials, or pap»r with degrees 

We do need people who feel at ease. 

Piling, sorting^ checking out books 

Helping our teachers improve their rooms' looks. 



Could you explain your job, or take us on tours. 

Or help us in math, to feel more sure? 

We. need you at school so share yourself now. 



Fill out our form, it will tell how. 

Return it to sc^^ool as soon as you're through 

The children and teachers are waiting for you. 
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SUGGESTED TV SPOT 

FORs TELEVISION 
PimPOSEs RECRUITMENT 
TIME: 30 SECONDS 

MUSlCi POT A-^ilTTLE lOVE IN YOUR HEART (Fade in and out) 

' \ "." ' " •*■■ • 
VBRBAGEt A. You're someone special because you're you. 
Be a School volunteer .,, 
B. Offer helping hands. 
Be a school volunteer , 

Use music with Verbage - fade music in and out. 



STORY BOARD 
(Slides to be Used) 



Helping Hands 
ace of Student 

* 


Student and 
Tutor 


Mini Humanities 
and Student 


Library Volunteer 
and Student 


Face of 
Student 


Comm, Resource 
and Student 


School Health 
of Students 


i 

Face of 
Students 


Helping Students 


BE A SCHOOL 
VOLUNTEER 

Services 

1. ■ . ' 

3. 

Please calls 



If slides are used in film chain or in "live spot 'V can take or dissolve. 
If slides are projected can pan or zoom^ 
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W0HKIN6 WtTIH PEOPLE 



A twO'-*way communication process is essential in the estab- 
lishment of working relationships. Often, vith the enabling 
(helping) process # non-'Verbal communication is equally as 
important as verbal communication. You will establish 
positive relationships with people when you show: 

1. Respect for the dignity of the person. 

2. Trust in the individual. 

3. Attitudes of care and concern for people. 

4. Readiness to share purpose of visit or conversation. 

5. Good listening habits. 

6. Good observing techniques. 

7. Offers of requested information or help* 

8. Requests for needed information or help. 

9. Sharing information on a realistic and truthful basis 
about what can be done, as well as wiiat cannot be done. 

10. Assurance o#CQnfidentiality when this is possible. 

11. Recognition of the strengths of , a person. 

12. Encouragement for use of those strengths* 

13. Recognition of helplessness of a person or situation. 

14. Offer of appropriate help when and wherever possible 
through the enabling process. 

15. Permis^on of dependency. 

16. Patience. 

17. A sense of humor* ^ ^ 

18. Ability to take criticism. 

19. Ability to laugh at^ one's self. 

20. Capacity for admission of mistakes. 

21. Capacity for saying, "1 don't know, but I'll try to t 
find out." 

22. Recognizing the feelings and attitudes that interfered. 

23. Dependability (keeping one's promises). 

24. Follow-up visits or telephone calls # 

25. Greater concern for needs of person than for own needs 
in terms of time, convenience, etc. 

26. Regard for people *s physical and emotional well being. 

27. Readiness to let people work out their own plans and 
do not impose yours. 

28* Ability to offer alternatives. 

29. Ability to let people set their own controls, not 

imposing yours . 
30* Readiness to give praise whenever appropriate. 

^ Source Unknown. 
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\ A VOLtJNTBER 'S VIEWPOIKt 



If you want my loyalty, interests, and best efforts, remember 
that 

1« I need a sense of belonging^^-a feeling that I am honestly 
needed for my total self, not just for my hands nor because 
I take orders well« 

2« I need to have a sense of sharing in planning our dbj|eGtives« 
My need will be satisfied only when I feel that my ideas 
have had a fair hearing ♦ ^ 

3« I need to feel that the goals and objectives arrived at are 
within reach and that they make sense to me« 

4« I need to feel that what I*m doing has real purpose or 
contributes to human welfare-- that its value extends even 
beyond my personal gain or hours. " 

5* I need to share in making the rules by which, together, we 
shall live and work toward our goals. 

6. i need to know in some clear detail just what is expected 

of me - not only my detailed task but where I have opportunity 
to make personal and final decisions. 



7. I need to have some responsibilities that challenge, tha^/ 
are within the range of my abilities and interest, and that 
contribute toward reaching my assigned goal. 

8* I need to see that progress is being made toward the goals 
we have set. 

9# I need to be kept informed. What I'm not up on, I may be 
down on# (Keeping me informed is one way to give me status 
as an individual.) 

10* 1 need to have confidence based upon assurance of consistent 
fair treatment recognition, wh*n it is due, and trust and 
loyalty* ttiese bring ihcreased security. 

in brief , it really doesn't matter how much sense my part in 
this organization makes to you — I must feel that the whole 
deal makes sense to mel 

By Harriet MTaylor, Volunteer s Today. 
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WHAt MMCBS A VOLUNTEER HAPPY ? 

Ifhat are the factors that make a volunteer happy and want to stay 
in a job? 

A «tudy by the Welfare Council of Metropolitan Chicago entitled: 
"Volunteers in Direct Service: A Study of Their Backgrounds 
and Experience" has revealed the following factors: 

Volunteers should be given training useftil for a pajfticular 
assignment. 

—Volunteers should have available a person to turn to for help 

and advice at the assignment, 
-—Volunteers should receive help from the staff of the agency. 
Volunteers should have an opportunity to develop some new 

skills through the assignment. 
^Volunteers should be in a position to use their existing 

skills. 

—Volunteers should be given isome recognition for doing 
volunteer work* 

.The study also noted some othe'r interesting points. They ares 

. «If present trends continue, volunteers are more likely to be 

womenr to be highly educated and to com^ from white collar 
backgrounds. They also tend to be joiners. If"more blue 
collar volunteers are to be reached, efforts to recruit them 
will have to be intensified. 

large proportion of students are interested in volunteer 

work. It may be easier to reach students of blue collar 
backgrounds than adults of a similar background. 

Adults without children, or with Aiildren above the age of 

' 14, are more likely to be volunteers than those will small 

children. . ^ ^ ^ 
Active volunteers are likely to know other persons interested 

in doing volunteer work. 
\«— About four- fifths of the volunteers had enough work to keep 
r them busy and a large majority—about two-thirds— enjoyed 

their experiences. ^ -ul 

—Sixty-six percent of the persons polled in the study thought 

their interview at the Volunteer Bureau was helpful* 
—Sixty-two percent of the volunteers polled said they had 

received help from the agency^s staff in doing their volunteer 

— Se'^most popular arrangement among volunteers in regard to 
frequency of service was to work on a regular basis once a 
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1 SCHOOL VOLUNTEER 




COLUMSUS, OHiO 



INVITATION TO A RECOGNITION PROGRAM - SAMPLE 



I am the child. 

You hold in your hand my destiny. 
You determine, largely, whether I 

shall succeed ox fail. 
Give me, I pray you, those things 

that make for happiness.* 
Train me, I beg you that I may be a 

blessing to the world. 



I wish to extend my personal appreciation 
, for the outstanding volunteer services provided 
the boys and girls in our schools. 

You are most cordially invited to attend 
a Recognition Reception to be held in the 
Assembly Room of the Columbus Education Center, 
270 East State Street, on the evening of 
Wednesday^ May'^SO, 1973 from seven o*clock to 
nine o'^jlock. 



- Mamie Gene Cble 




Sincerely yours, 




Superintendent of Schools 



RSVP 
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SCHOOL VOLUNTEER 
PROGRAM 



COtUMBUS^ OHIO 



SAMPLE 
LETTER OP REGOGKITION 



As ve close the school year 1973-1974, there are a number 
of you who have been working as volunteers in our program, 

i know that each School Volunteer must reflect with great 
pleasure on the amazing growth of this program and the 
recognition it has been given. 

Our records show that you have volunteered hours 
this year^: Because of your interest and dedication, we 
Jhave been able to^ render a greater^ervice to our boys 
and girls in the many schools*^ 

For this, we thank you from the bottom of ouv hearts ♦ 
Sincerely^ 
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what kind oF 
a volunteer 
are you? 




th« can't teltrahi 
any hOmtMily 



fritndly 
(ptrsuodbr) 




ritm ccirts obotif you 
otid mtnh to h«lfi 



gardcntr 
(elinglng vln«) 




ih« wItJ Ihi (kpoiidtnf 
on you 



hit and runner 



(oirtotrctt) 



pltad«r-bl#«d#r 






ifio hos wcrfth iit 
hond and roady' 9o toctvt 



ihi will till you 
whtut to do 



sho wanfi you fo do 
It for htr 



tctiool voliMihitr 
(*ht lov«s childrtn) 




be a school volunteer and 
help children in your 
own neighborhood 

call: volunteer services 
tele. no. 464-4300 ' 



V 



olunteers 



vMm senricii manaKement system proiect 

MhNwlHM city tchMl dttlticf 

hmiM by 
•hi* dCfiCNffnitnt •doeoHotl 



K15 




V. 



olunteers 



270 Mft stott shMt 
ctliMbvs #hio 43215 




you can help a child grow 

in mind 



in body 

to shape the future 
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THE SIGNIFICANT OTHER . A 20-MINUTE SLIDE TAPE PRESENTATION 



SAMPLB 



SLIDE «1 



SLIDE «2 



^ENE MUSIC... "POT A LITTLE LOVE IN YOUR HEART".. PIC'S OF CHILDREN 

SAME 
TITLE 

PIC'S OF CHILDREN 

8CRIPT IflTH GUITAR MIXED 

FILL TO 1:54 



SAME 

SAME 

TITLE* 

SAME 

SAME 



SCHOOL VOLUNTEERS ARE PEOPLE WHO CARE ABOUT 
CHILDREN.. CARE ENOUGH TO GIVE AT LEAST ONE- 
HALF DAY EACH WEEK IN THE SCHOOLS. VOLUNTEERS 
COME FROM MANY DIFFERENT WALKS OF LIFE* THEY 
ARE PEOPLE LIKE YOU. .HOUSEWIVES, MOTHERS, 
FATHERS, SENIOR CITIZENS, HIGH SCHOOL STUDENTS, 
COLLEGE STUDENTS, BUSINESSMEN AND lfOMEN...BUT 
THEY AU mim WITH THEM COMMON INGREDIENTS.. 
ENIHUSIASM, WARMTH AND LOVE THAT THEY CANNOT 
HELP BOT CCMMUNiaTE TO THE CHILDREN THEY MEET. 



1 
2 
3 
4 

5 
6 

1 



Om WHO WANTS TO HELP IN THE SCHOOLS FILLS 
Otrr AN APPLICATION AND IS INTERVIEWED SO 
THAT AN ASSIGNMENT CAN BE MADE WHICH COIN-^ 
CIDES WITH THE VOLUNTEER'S INTERESTS AND 
TALENTS. 

miB VOLUNTEER IS THEN PLACED IN A SCHOOL 
W AN ARFA WHICH IS CONVENIENT FOR THE 
VOLUNTEER. 



1 
3 
5 



1 
2 
3 



2 
4 
6 



BEFORE THE VOLUNTEER BEGINS TO WORK IN THE 
SOIOOL, MANY PEOPLE ARE BUSY GETTING PJADY. 
THE PRINCIPAL AND TEACHERS ARE MAKING PLANS. 
OTHER VOLUNTEERS ARE HELPING TO PLAN AN 
ORIENTATION FOR NEW VOLUNTEERS TO PREPARE 
THEM TO COMFORTABLY BEGIN THEIR WORK IN 
THE SCHOOL. 



I 
3 
5 
7 
9 



1 
2 
3 
4 

5 



2 
4 
6 
8 
10 
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jUHE 



_ FIRST DAY m TOE JOB IS EXCITIKG. TOE 

Volunteer s^gns in at the school office 
and greets the principal and toe teacher 
she will assist. she then meets wito the 
teacher to plan and gree^ the children 
wto whom she will be working. the volun- 
teer is ready to begin. 



1 

5 



1 

2 
3 



2 
4 



VOLUNTEERS PROVIDE MANY VALUABLE SERVICES 
TO TOE SCHOOLS. EXACTLY WliAT THEY DO DE- 
PENDS ON THE SaiOOL IN WHICH THEY SERVE 
AND THEIR PARTICULAR VOLUNTEER ASSIGNMENT. 
IN ALL CASES, HOlfEVER, VOLUNTEER ACTIVITIES 
ARE DIRECTED BY THE TEAQIER OR SUPERVISOR 
IN CHARGE. r 



1 
2 



2 
4 



COMMUNITY RESOURCE VOLUNTEERS BRING TOE 


1 title 


1 


2 title 


WORLD INTO TH^ CLASSROOM. THEY SHARE 


3 


2 


4 


SPECIAL TALENTS, INTERESTS, AND EXPER- 


5 


3 


6 
8 


IENCES WITO STUDENTS. 


7 


4 



LIBRARY VOLUNTEERS ASSIST IN SCHOOL 
IBRARIES: THEY MAY CARD AND SHELVE 
_ IKS - SUPERVISE STUDENTS ASSIGNED 
TO THE LIBRARY - HELP STODENTS FIND 
BOOKS EITHER ON THE SHELVES OR IN 
THE CARD CATALOG. 



Woo 



1 title 


1 . 


2 pic 


3 


2 


^ 4 


5 


3 


6 


7 


4 


8 


9 


$ 


10 


11 


6 


12 


1 title 


1 


2 pic 


3 


2 


4 


5 


3 


6 


7 


4 


8 



ADULT OR STUDENT TUTORS WORK WITO ^ 
SMALL GROUPS OR INDIVIDUALS WHO 
HEED EXTRA HELP WITO READING. MOST 
TUTORS RECEIVE ASSISTANCE FROM THE 
SCHOOL READING TEACHER AND HAVE PER- 
IODIC CONFERENCES WITO THE CLASSROOM 
TEACHER. OFTEN TUTORS CREATE THEIR 
OWN LESSON PLANS, READING PRACTICE 
GAMES AND MATERIALS. 
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ittBALTit ROOM VOLUNTEERS ASSIST THE SCHOOL 
^KlRSE AND OFTEN STAFF THE SCHOOL HEALTH 
ROOM WHEN THE NURSE IS NOT IN. 

THE VOLUNTEER WCti 

TAKE THE CHItD»S TEMPERATURE 

OEANSB AND APPLY A DRESSING. 

COITACr THE PARENT OF AN ILL OR INJURED 
CHILD. 

STAY WITH TOE CHILD UNTIL HE IS FEEL- 
BiG BETTER OR SOMEONE FROM HOME COMES 
TO GET HIM. 

AND ASSIST THE NURSE WITH WEIGHING 
CHILDREN OR TESTING EYESIGHT. 



1 title 1 

3 t 

S S 

7 U 



2 title 
4 

8 



IMS MINI HUMANITIES VOLUNTEER HELPS TO 
tftOVIDE ENRICHMENT EXPERIENCES FOR FIFTH 
AND SIXTH GRADE CHILDREN; 



^iS VOLUNTEER MAY: 



FLAN A FIELD TRIP TO A PUBLIC LIBRARY, 
THE ART GALLERY, A CONCERT OR A PUY. 

ASSIST A CHILD IN FINDING A SPECIAL BOOK^ 

imX WITH A SMALL GROUP OF CHILDREN 
DISCUSSING THEIR INTERESTS. 

AND HELP A CHILD TO EXPERIENCEiflWE 
FUN OF SHARING. 



THE PRE KINDERGARTEN VOLUNTEER ASSISTS 
rm PRE KINDERGARTEN TEACHER AND ENJOYS 
THE EXCITING WORLD OP FOUR YEAR OLDS. 

THE VOLUNTEER MAY; ^ 

FHOVIDE SPECIAL ATTENTION OR PRACTICE 
TO INDIVIDUAL CHILDREN. 

SET UP AND SUPERVISE CLASSROOM OR PUY 
GKOUND GA^tES. 

^IsSIST IN PREPARING, PASSING OUT AND 
CLEANING UP CHILDRENS* SNACKS. 

ERIC 



1 


title 


1 


2 title 


s 




2 


4 


5 




3 


6 


7 




4 


8 - 


S 




5 


10 


11 




6 


12 



1 title 
S 

5 ' 
7 



1 
2 
3 
4 



244 

XI9 



2 title 

4 

6 

/ 8 



PAGE -4- 



^jRGMaZAtiONS OR BUSINESSES CAN ADOPT A 
WCHOOL AM) THE GROUP MEMBERS CAN PROVIDE 
rm SERVICES needed in that BUIllOING. 

tm CAM help to OPERATE A LIBRARY. 

rm CAN PROVIDE TUTORING ASSISTANCE. 

THEY CAN FURNISH SPECIAL SUBJECT 
SPEAKERS. • , 

THBY CAN ASSIST IN THE CLASSROOM OR THEY 
CAN PROVIDE ANY KIND OF HELP OR ASSISTANCE 
NEEDED IN THE PARTICULAR SCHOOL. 



1 title 
S 

s 



1 

2 
3 

■* 
4 



2. title 

4 

6 



THE CLASSROOM ASSISTANT IS ASSIGNED TO A 
CLASSROOM AND HELPS THE TEACHER WITH ^ 
MANY CLASSROOM ACTIVITIES. 

rm VOLUNTEER MAYj 

iDRJC WITH BULLETIN BOARDS OR CLASSROOM 
DISPLAYS. 

^|SSIST INDIVIDUALS OR GROUPS WITH 
^ISSIGNMENTS. 

GRADE PAPERS AND RECORD MARKS. 

HELP TO SUPERVISE FIELD TRIPS. 



1 title 


1 


2 title 


S 


2 . 


4 


5 


3 


6 


7 


4 


8 


9 


5 


10 



mm, 4 



MINI COURSE VOLUNTEERS PROVIDE ENRICHMENT 
CLASSES IN SPECIAL INTEREST AREAS. 

TOBY MAY TEACH STUDENTS: 

FIRST AID 
MACStAHE^ 

NEWSPAPER REPORTING AND PHOTOGRAPHY 

ARTS AND CRAFTS 

GAMES, SPORTS OR COOKING. 

/ 



1 title 

3 

5 

7 

9 



1 
2 
3 
4 

5 




10 
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REPRESENT A VITAL C0M4UHITY 
3LVEMENT IN WB EDUCATION OF SCHOOL 
CHILDREN. THE ASm OF DEDiaTED VOLON- 
ifelS IKCLUDES PEOPLE FROM ALL WALKS OF 
UPE. THEY ARE TOE YOUNG, THE RETIRED, 
THEY ARE BUCK AND THEY ARE WHITE. THE 
VOLUNTEER CORPS IS COMPOSED OF ALL 
PEOPLE WHO, BECAUSE OF TOEIR CONCERN 
FOR CHILDREN, WANT TO GIVE OF THEMSELVES. 

4 

AS A VOLUNTEER YOU DO MANY THINGS, 
lECOME MANY THINGS. . .BUT YOU ARE 
THAT SIGNIFICANT OTHER, THAT POSITIVE 
ADULT FIGURE IN THE LIFE OF A SOK)0L 
CHILD. 



2 
4 



1 
2 

^ 1 .) 
2 ) 



3 
4 

5 
6 
7 

1 

2 



1 
2 
3 
4 



) CHILDREN'S 
) VOICES 

) 
) 



TITLE 
CREDITS 
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APPENDIX F 



SAMPLE FORMS AMD OUTLINES FOR USE IN 



ORIENTATION 
AND TRAINING PROGRAMS 



P 

Table of Contentg< 

General Volunteer Orientation Program Fl 

Building Orientation Program * .i. ...... 4.... . F2 

Training Materials Request Form , » V F3 

Training Needs Assessment Form* F4 

Training/Materials Appraisal Fotm ........ ^ F5 

Training fot Progtam Volunteers 

rTr dining for Library Volunteers .. P6 

-Training for Volunteer Tutors F7 

-Training for Volunteer Reading Tutors . F8 

Clerical Skills Training Course Outline ^ ..... ^. F14 

Audio Visual Skills Course Outline ^ . f15 
Artistic Contributions (Elementary) Training Course 'outline * Pi5 
Human Relations Training Fly«r F15 



9<00 9>1S A.M. REGlSTRATlOiJ 

VQlunteera will regiiter and receive volunteer 
information jacket including permanent name tage 
to wear in school. 
Coffee and donute available. Self Served. 

9«1S - 9»3a A.M. Introduction* (staff and .Administrative Personnel) 

...Coordinator of Volunteer Services 
Ifelcoroe - Superintendent of Schools 
Welcome - Representative Board of Bducatibn 

9»30 - 9*45 A.M. orientation to School Volunteeriim 

...Chairperson oJf School Volunteer 

Advisory Council 
•History, Scope and structure of Volunteer Services 
•Purpose, Goals and Objectives of Volunteer Services 

di4$ lOsOO **H* Slide Tapis Presentation 

••The Significant Other* - 

lOf 00 ^ loas A.M. Orientation to School Volunteer Opi?ortunitic# Available 

^ , •Volunteer Program qiairperaon #1 

•Areas in which volunt^^t iasiatance ia needed^ 
including basic volunteer dutiaa ^ 

10:15 - 10^30 A*M. Orientation to volunteer relationshi<>s 

...volunteer" Program Chairperson #2 

•General personnel policies, procedures, and regulations 

gov#tning volunteers • 
.«*V6lunteer/Sta£f i?*lationships 

•Wiom volunteer may approach to get advice, guidance 
and information 

I0t30 ^ 10:50 A.M* The student of the 70 's (General characteristics of 

students with whom volunteers will be working) 

School psychologist 

10:50 - 11:10 A.M* Introduction of Volunteeiis ' , \^ 

^Volunteer Program Chairperson #3 

•Volunteers presifent highlights of their personal 
volunteer experience 

lltlO A.H. ^"^journment . , .Coprdinator of Volunteer Services 

•Participants are invited to spi^nd a few minutes 
shopping the voltinteer oppottunities display 
tables provided. 
•Interviewers are available at desks to answer 
guestions or to provide applications for interested 
persons. 
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SAMPLS 

BUIiDING ORIBMl'ATION PROGRAM 

^9:00— 9:15 A.M. Introductions . .^Volunteer Building Chairman 

' 9tl5 - 9:25 A-H. Welcome ...School Principal 

9:25 - 9:40 A.H. Orientation to School Volunteerism -/ 

,**Staff Volunteer Coordinator 

-Brief History, Scope and Structure of Volunteer 

Services 

-Purposes, Goals and Objectives of Building 
Volunteer Programs 

9:40 - 9:50 A.M. Orientation to School Volunteer Opportunities 

Available . . .Voltinteer Building Chairperson 

-General Pei^sonnel Policies and Procedures and 
. - regulations for volunteers (building entry, sigh-in, etc.! 

-Volunteer/Staff relationships 

-Whom volvinteers may approach to get advice, guidance 
and information. 

^0:00 - 10:20 A.M. Helps and Hints for working with elementary/or 

junior high/or senior high school students 

...School Guidance Person 

10:20 - 10:40 A.M* Introduction of Volunteers 

...Volunteer Building Chairperson 

-Volunteers present highlights of their personal 

Volunteer experience 

" 10:40 A.M* Adjournment 

-Participants are invHted to tour the building 
-Participants are free to meet with the classroom 
teachers to whom they are assigned or to observe 
in these classrooms. (Arrangements for these 
activities should be made prior to the orientation 
session) 

.♦Coffeis and donuts available - self served* 
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VOLUNTEER SERVICES MANAGEMENT SYSTEM 
COLUMBUS CITy SCHOOL DISTRICT 
TRAINING MATERIALS REQUEST FORM 



NAME : R OLE 
SCHOOL - • _PATE 

Training or Materials Requested , - , 



When do you anticipate using the training or matexials? 

1st Choice -'Time ; Date 

2nd Choice * Time . Date 

Who will attend the Training or use the Materials? . . 



What training needs prompted you to request the Training or Materials? 



Please fill out this request and return to the Area Coordinator serving your 
School or to the Volunteer Services Office, 270 E. State Street > Columbus, 43215. 



250 

P3 



8AMP.LB 



VOLtJNTEER SERVICES SYSTEM 
COLUMBUS, OHIO Cmf SCHOOL DISTRICT 



TOAINIWG NEEDS ASSESSMENT FORM 



TEACHER'S NAME 



SCHOOL 



VOLUNTEER (S) NAME 



After consulting' with your volunteer (s) , please check the types 
of training you feel Would better prepare your volunteer (s) to 
perform the classroom duties* (If there are others you feel 
vould be helpful, please add them in the space provided.) 



Volunteer Training Courses provided by Volunteer Services Of "ice: 
1) Educational * 



Philosophy . . 
Knowledge . . . 
Child Development 



2) Human Relations 



3) Group Dynamics 



'4) Special Skills 



Clerical 



Office 
Typing 
Filing 



Classroom 

Grading 

Recording ^ 
Filing - 
Duplicating 



Duplicating 



Artistic 



CraiEt 



Games ^ Displays 



Audio Visual . First Aid 



Btoty i?elling \ ^ Public Speaking 



S) Please add others you feel wcmid l)e^el,pful: 
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VOLUNTEER SERVICES SYSTEM 
COLUMBUSi OHIO CITY SCHOOL DISTRICT 

TRAINtNG/MRTERIALS APPRAISAL FORM 

NAME . ROLE ^ 

SCHOOL ' DATE 

Naaae of Training Presentation or Materials . 



Name of Trainer 



Consiaer each of the following items as they relate to the training 
presented or materials utilized. (Circle the appropriate answer) 

1) Agree Strongly 2) Agree Somewhat 

3) Disagree Strongly 4) Disag:i^fee Somewhat 



The subject matter presented in training 
or materials was complete 


1 


2 


3 


4 


The training or materials werjs appropriate 
and meaningful 


1 


2 


3 


4 


The training or materials were useful to 
me in my activities 


1 


2 


3 


4 


The training or materials achieved the 
purpose toward which they were directed 


1 


2 


3 


4 


I thought the training or materials were 
worthwhile 


1 


2 


3 


4 


1 learned something new from the training 
or materials 


1 


2 


3 


4 


I recommend that th« training or materials 
be continued for the benefit of others 


1 


2 


3 


4 



Please add any additional comments concerning the training received 
ot the materials used. 
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BASld TRAINING FOR LIBRARY VOLUNTEERS 



9:00 a*m» Registration (coffee and conversation) 

Reeruitnient Chairman 

9:30 a.m. BacTcgrdund and Purpose of the School Libirarv 

VoluhteeA Program ^ 

dhairman of Library Volunteers 
Coordinator, Volunteer Services 

Training Obiectivea 

Training Chairman 

Voices of Experience 

New volunteer last Septembei: 
Three-^year veteran volunteer 

Getting to Knov„, the Students i ^ 

Guidance Counselor ^ 

« 

11:00 a.m. Ten Minute Break 

Getting to Know the Field Librariana 

Elementary Librarian 
Getting to Know the Volunteer Coordinators 

Library Program Chairman 
Getting to Know the Books 
Library Volunteer 
Questions 
12j00 noon Adjourn 

IN-THE-SCHOOL LIBRARY TRAINING FOR VOLUNTEERS 
(where YOU will be working) 

THE FOLLOWING DAY 

People: -coordinator and other volunteers, field 

librarian, library aide, principal 

Books: -types, locations, arrangement 

Magazines: ' -which ones, where, use 

Bguipment: -card catalog, audio visual materfaX*, 

flannelgraphs, puppeta, library skills 
materials 

Schedule: -classes, individual students ! " 

CGromunication: -channels, bulletin board, yellow tablet, 

intercom 

Miscellaneous: -substitutes, ' parking, fire drills, overdue 

books, decorations 
Practice: --shelving books, using card catalog,- 

browsing 



Che^k out books 
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4. 

TRAINIIIG FOR VOLUNTEER ttJTORS 




October 


12 

* 


Backgrpund of Program 
^ Overvi€sw of Training Program 

Guidelines for Tutors 
- Panel *'The Tutor in the School*' 




October 


14 


- What Do We Do When We Kead? 
^ Manuscript Writing 




October 


19 


Using Children's Experiences and Interests 








in Reading 
^ faring Books that Extend S^^rience 

^ * * 




October 

% 


21 


Helpingr Student* With Words They Don*t Kno*# 
-^Develdj^ing Word Meaning 




Qctc^«r 




- Developing Understanding of What Is 

Read: Demonstration ^ . 
^ Bobks Worth Reading 




October 


28 


- Noting Pu^il Progress 

^ Extending the Tutoring Effort 

b \ 


* *' 

• 

1 ERIC 
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SCHOOL VOLUNTEERS 
TRAINING SESSIONS 
(READING TUTORIAL) 



SESSION ONE 



I. Overviw of the Volunteei? Program 

A. Brfsic philosophy of the Volttntefer PrO|raM 
1. Purpose of the program 
21 Role of the Volunteer 
3. Attitude *of the Volunteer 

B. Administrative Procedures 

1. Assignment of Volunteer 

2. Hours Volunteer will wrk 

■ ■■ * 

^5. School schedules and regulations 




• 4. Location and availability of curriculum 

^ materials 

5. Record keeping .by the Volunteer 

6. Relationship with Volunteer Chairman 
. 7. Relationship with School Personnel 

C. Cuyriculum Aireas . 
1. I^anguage Arts , 
2» Mftjiematics 
II. Basic Ptinciples of the Language Arts Program 
A. Objectives- of th^ Language Art* Program 
« B. Sequence of t^uiguage Development 

1. Listening 

2. Speaking: ' 

3^ Reading ' 
4. Writing 
C. .Nature of the Reader 
* D, Reason for Reading Difficulties ' ' . 



PRESENTED BY STAFF 
OF 

VOLUNTEER SERVICES 



FILM MAY ALSO BE SHOWN 



ERIC 



B. An Adventure'^in First Grade Reading 

f 8 



25f) 



SBSSIOH two 

I. SUGGESTED APPROACHES TO READING FOR VOLUNTEER»S USE 
^ Working »dth Reading Material in Books 

1« Discuss areas to be covered 
Readiness 

b. Guided silent reading with cdtt^rehension check 
(E^qplaiti varied types of questions which may be 
tised to check coitiprehension) 
(1) Factual -answer is directly stated 



(2) Inferential -answer is iittplied or inferred? can child put 
facts together and come up with n conclusion? 

(3) Vocabulary 

(4) Ejqperiental 

c* Re-reading -silent and/or oral C^'ith a purpose) 

d. Skill development and practice (games, puzzles, workbooks, 
etcO -show child how to do something he doesn't know how 

to do practice of skill through an wijoyable method) 

e# Enrichment activities - follow-up 

(1) Added ideas and information about the topic 

(2) Literature -classic and contemporary 

2# Workshop {}S%t workshop iteterial in kit) 

f , Use reading selections for discussion and illustration of 
varied type questions 

b4 Have Volunteers practice working with reading materials 

Using Children's Language as Reading Material 
(Language Experience Approach) 

1* Discuss a picture, object^ film, book, TV program, etc^ 
2. Record student's ideas about the experience in one of the 
following ways; 
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a. List 
b« Sentence 

c# Paxagraph . •* ^ 

d« Outline 

1', 

Use recorded ideas for reading 
Exattples: 

a. Have child read the selection line by line* If neces- 
SMxy, reM aach lino to the child first; then let child 

read it af^er you* Proceed until the selection is fin-* 

* 1/ 

ished« I 

I 

b. Ask (luestiohs about the selection 

c. Make flash cards of the words in the selection 

d. Use the flash cards for games and activities 
CURRENT APPROACHES TO THE TEACHING OF READING 

(Optional* This material may be discussed if questions are asked 
Give a brief description of each method illustrating the distin- 
guishing characteristics* Transparencies illustrating thera are 
available.) 

A* Linguistics 

B* PrograMied Reading 

C. I* T. A. (Initial Teaching Alphabet) 

D. Words in Color 



5. 
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SESSION THREE Heating the Student: Continued Reading Help 
1* Reading Help in Skills Areas ^ 

A, Alj^bet Study - activities for learning and strengthening 

knowledge of letters of the alphabet 
B» Signt Ai^ocabulary ^ activities for stimlating and reenforcing 

• learning of basic sight words 
C» Word Recognition • activities and games to strengthen ability 
in 

1. Use of picture clues 



one word label phrase label 

balloon « ^ ta red balloon 

2* Use of context clues 

John went fishing in the 



(Let volunteers suggest appropriate words*) ^ 

Show how phonics would help children decide which word is 

correct ♦ 
3» Use of Context tod Phonics 

John went fishing in the s : 

John went fishing in the s ^_ 

John went fishing in the str ^ in* 

4» Phonics ^ (Use phonics booklet and phonetic analysis skill 

sheet in Kit) 

Illustrate how to teach sound using concrete objects^ pictures 
and follow-up activities^ including gaines and/or pu2:&les 
S. Sttuctural analysis - (Refer to items on structural analysis 
skills sheet) Illustrate 
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D. , Cottpyehension skills - refer briefly to sheet on comprehension 
' in kit 

E. Study skills 

Discuss intportant activities to strengthen basic skills needed 

F. Appreciation skills 

II* Getting Acqiuinted with Ptrpil 
A* Introduction 

B> Determining interests aud talents _ - — ^ 

C. Determining skills and abilities C^e Interest Inventory) 
1. Alphabet Check 

2* Dolch Basic Sight Vocabulary List 
3. Phonics Inventory 

A. Oral Reading Check make note of difficulties 
in* Demonstration with chi\d (if possible) 
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SESSION FOUR ^ IN-SERVICE 

(to be held about four to Six weeks after volunteer has begun working vfith 
children) 

I. Sharitijg Experiences of Volunteer Service 

A. Expejiences with pupils ^ 

B. Experiences with staff 

II. Question and Answer Period 
A. Discussion of pupil *s specific needs 

B* Presentation of suggested techniques for meeting individual 
needs 

III. Presentation of Informal Materials for Volunteers* Use 
A* Discussion 

B* Examination o£ materials by volunteers 
1, Games and puzzles 
^. Books K 



3* Magazines « etc. 




260 

F13 



SimtM OtfFLXHES 0^ SKILLS TRAINING COURSBS 



Clerical Skills 

Punaose , 
To prepare volunteers to perform clerical 
tasks needed to assist school personnel. 

■ * . ■ ■ • 

Goal 

To iaentify speoific tasks that could be 
performed by volunteers anc|. to then develop 
a set of simple and concise instructions for 
completing these tasks. 

Objectives , 
' -To review the range of clerical jobs reguxred 
of school personnel, stressing that the 
teachir fried from many clerical duties has 
mote time to devote to teaching children. 
-To teach volunteers who possess clerical 
skills and interests specific tasks which 
they can perform to assist school personhel 
(i.e./ forms volunteers could type, forjnat 
for materials volunteers could type) . 
-To instruct volunteers in the use of office 
machines (mimeograph, ditto, overhead 
projector, etc.)** 

-To provide practice reinforcement for newly 
learned skills. 

Material!* to Ineli ^de in Session * 
-Discussion of teacher /administrator clerical 

duties* ' 
-Discussion of clerical jobs volunteers can do. 
-General explanation of standard forms (format) - 
perhaps the overhead projector would work well 
in this presentation. 

-General explanation of filing technxque. 
-General explanation of grading technique. 
-General explanation of recording technique. 
-Appropriate worksheets for practice session. 
-Office machines provided for practice sessions 
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TO identify the classroom needs and uses 
for audio-visual equipment. 

Goal 

To .prepare volunteers to operate audio-visual 
equipment for use in classroom projects. 

Objectives 

**To aiscuss situations in which a volunteer 
could ussist by operating audio-^-visual equip- 
mente 

-*Td #3tplain the uses for various pieces of 
equipment* 

*-to instruct volunteers in the use and care 
of specific kinds of audio-visual equipment, 

^To provide practice reinforcement for newly 
learned skills « 

Materials to Include in Session 
<to be developed by trainer) 

Artistic Contributions (Elementary) 

Purpose 

To establish the basic philosophy of elementary 
art and to identify classroom -needs for art 
assistance • 

Goal, 

To familiarize volunteers with art materials 
available to elementary children and to 
demonstrate the uses of these materials. 

Objectives 

^To help volunteers to be comfortable working 

wifch elementary art projects.^ 
^•To share several examples of stimulating 

art projects with which volunteers could 

assist* 

-To provide practice for reinforcement of 
newly learned skills* 

Jrtaterials to Include in Session 
"^Cfeo be developed by trainer) 
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SAMPLE 




A^V We /(elp 




tr« MiliiiM Staats; Aixistm to th« Shtpttinttfidttit in eh«tt« of Staff . 
Pie^lefpm$nt/Hu0m Mlationsr Has invited all school voluntters to partiei|Nitt 
•in two special traifiittf iMdulaf <(^loptd in cooperation with the Uttello 
Umoti^l Instituto* 



^♦^iHfe tmsus omm Ajifc*** 



ERLC 




Self CoNTCErmr 



tMerstandinf and loiotdiif oiits* 
self is a prerequisite to wortciiif 
with people and sharinf with 
children, this module provides 
a foraiat for riflettitif oa one^s 
own self concept in relation to 
the role ef the volunteer* 




thin proiraai provides participants 
With the basic charaeteristics of 
a huiianistie school system and how 
volunteers can contribute to the 
learning experience of the whole 
Child* 

T9 comiete one moduJe retruites attendance at two sessions. Each session will 
be thwe hours long. If you are interested in sifning up for one o^J^ 
these training sessions, please fill in the fom below /f^^^^^^l^^Lt. 
to the volunteer Services Office* The training wodUles Will be offered in Marchs , i 
If elect to attend these session*, we will contest y^ c<mcerning the exact 
tiae, place and assignment. ^ * ♦* 

rieas# detach this for« and return tot Voluttteer Services 

ColUAbu^ Public Schools 
' I 270 tSst $Ute Street ASUS 

t m AN WXr IKTERESTBD IM RECEIVING THE BUPWH RfcUtlONS TIUtHlKG 

1 AM lITTEJlEStEO lit MlMfi ASSIOttD TO: THE tlM^KIStlC SCHOOt SYSTtt MC^miL E 

IKE SEtf COMCErr ttPDU U 

I mm tktm the twaniNc ih the wmm mtmrn^^ MMim^ 

^ J PtEm TAKING THE TRAIKING OH MOH TtmS__^ THUIS^ FRl SAT^ 



TtUMOWL 



AOORESS 
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APPENDIX 6 



SAMPLE EDUCATIONAL MATERIALS 

i 

* 



Table of Contents 

Volunteer Handboolc Gl 

Teacher Handbook.... G8 

Principal Handbook G15 

Interviewers Handbook.......* G22 

School Directory for Volunteers. G28 



264 

-118- 



HANDBOOKS 



Personal Handbooks for volunteers 
have been printed on heavy . 
8 1/2 X colored paper. These 
Handbooks have been off-center 
folded to create a tab indexing 
of materials included. Following 
are examples of Handbook materials: 



. y. .. . 






0 


* 


* 








wiUt 4^ t need? 







2G5 

Gl 



WHAT DO VOLUNTEERS DO? 

WhitYfMrt fmMm mmtf vohmblt ttrvkts to th$ schoolt* Ex6dty whcil fhty dd, dtptiicis on tho tchool in which 
sorvo Olid Ifittr porHcutof voluntttr dttrgni^hh For mjfjomph, volunfttr ocrtvititf mtif bo totally child ctn- 
kt schools which hovo pafd^ fo^chor otdif providing classroom assisletnco. In schools without aWos, volunltor 

•cMvtlios may involvo bofit insfnicitonat woilc wtlh studontt ond classroom oisistonco in suporvislon and prtporation. 

In on cosiSy howovor< actMNos oro dirocf#d tiy tho toochtt or stiponrisof in chorgo* ^ 



VOLUNTEERS HELP WITH INSTRUatON 

~*Thoy hotp individudl stiidonis or 

small groups of studthls with 

thttr school work. 
«p«Thty shoro oxporttncts or spoclal 

knowtodgo with ifiKitnfs 
•^Thty ossist with sptciat progrdm 

or cttib octivitits* 



^ ^ .2 ^ ^ ^Jol^ \ine) _ ^ 




VOLUNTEER PROVIDE ADDITIONAL 
SUPERVISION IN AND OUT OF 
THE CLASSROOM 

«*^Thoy hotp with ptaygroimci and 
hmchtroom sirpsnf isfon* 

U^thty holp young chitdrtn with 
codts and ovtrshotl. 

•^Thoy holp suptnriso bus board«> 
tng and fkld trips. 



VOLUNTEERS PROVIDE SPECIAL SERVICES 

«^Tfity htip sludtnts wttft carter 
guk^ancor cducotionat motivaiion 
or porsonal awartnMS* 

--^Thoy dssisf tho Khoot nurso. 

•-^Thoy http in tho school library. 




VOLUNTEERS PROVIDE CLASSROOM ASSISTANCE 

«^Thoy htip to suporWso soat work* 

«~Thfy htIp to prtparo Instructional f 
matortdls nttdtd by tho ttachor. 

«--thoy http Itachtrs koop rtcords* 

•^-^Thty http with ipocial classroom 
programs and octivttlts* 
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t t# ft lltyt tHt fireffsilotiof ttoff of npti*ltdchtfig dulifi, 

• ta jiroifktt fiftvdtd txlro htlp for tndMdMl chUdrtti* 

H thrUh tht •xpirtcilcts of children by vslna community 
fifourcof. 

0 to buitd bfttff tindtritondtng of tchoot problomi oniong mom** 
\mt of iht community. 

^ to ftlmutofo wktosprood community iMpport for oducalion* 




Just 0 dtstro to holp dnd o tubtrcutotts cltaranco. Vofuii* 
fotf« oro foqutrtd to liovo oifltor on x«roy oxomt* 
notion or Intradtrmat tost cind bo found fr«# of acttvo 
tubtrcutoib ot loast onto toch yonn 



Efocting to becomo a schoot volunfoor H an Important commifmont — a commIfm«nt you hovo undtrtaktn bt- 
couso you aro Intorosttd In your community and In tfit oducofton of young poopio and btcauso you roalfxo that 
class rooms aro compostd of Individual kids vvho oftoii nood tho oxfra holp and caring that can only como from 
porsonal alttntton. In short, you havo sttn a notd In our sehools and havo dtcldtd lo offor your ttmo and talonfs 
to htip Columbus chtldrtn Itarn and grow. 



((/4at da 6 ueed? 



G3 
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Cikiiiittui hMt $<h«#lt— r«« tmptui pf 9 iiotl»n«t •ffcmlxall^w. Ywi wMI btltng hi ■ »ch«*l and ^ • whM* 
NiMnb*r tf Hw td»««H»mil fwn tf odwWrtnrtwf, k^htn, ¥«lwnl«*r8 ond ihid«nl» nwrttlng fogtlhw. Th« v«hw». 

^ llfiMt |i«fM«iiwl con chM d«|ith and dfaiMiMlM f* li«niinf adKrtMM. 



h^vcffo*. WlWylni Kh**! wlynfttr t#«riM<t d«|i«fldi ptimtMf upM stwml wry i»«»«J* •! vtfawi- 



It tUnff, frkndfy, •p«i»— bt y*Mmlf. Irinfl ytwr »oltitff end ywir eorinfl to kJiooI t« thor*. 
T«k* •dvaittagt of fralnlnfl •ffawd w thof « ywi twvtafl « o wlwntttr, you can Iwm 
«nid tr»w. W«lew»» wp»rvJ*l«n ond atetfif i«C»» tf «h« Khwb h which yot» ««h*-twr 
f««it l> to osskl whAM rf w nttdtd i* rtbracwifa* Hj« telol •duccrtlonol tyttotn* 



leiJONOlNG- 



Y»u will btlens »© tht school Is which you »tiY* «nd to Ih* chlldr»n Ihol you com* to know. 
A> d |iw» of th* »chool •dueafionol ftotn, you will Iwrn much ob«ut Iho «chool, locwhtw and 

« 

»fyd«ttls. Kwp confidinltal Information fhaf fhouW b« Itopl confld«nlIal. 



COMMUMICATIOM — 



In yur tcbool wlunftw work, d««l wt»h olhort m IndlvWuolf. R*mtmb«r fha» you ow a vttol 
link l»*tw»»n fht Cemnwwifiy ond fbo school. Act of « wpfHMtti' and Inltrprtlor of Iho school 
vohmtotf pfogram tn your communtty« 



DErtNOAMllTY. 



ERIC 



Alth*U9h tho [Ob k voluniary, «h« coihwHmtnf k professJonal. Htsponiiblllty Is tisonlkil. If 
you cann«f bo of Iho school dwing youf schtdulod tlrot, » Is yovr duly lo notify th* propor 
<|l#rt#iio 

G4 • 
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• « frtttui. Tht jtsftnct of frltudshlp Ii tho pmclfet •! InrthfulnfM* * 

• D#n*t Mp«tt iKidtW to show opprtekitton for your tffort bofort you havt btcomt a fritnd. 

' ■ '* , * 

• Acimlf fWf mfstaktf* It provtcfoi u chonct for iMtnts to btcoirnt your ttQchirs or on opporfunify for pII of you 
H Hmm td9tlhtrf both of wblch ciro imporfofit ctcadtiiikotiyi ondf ptrsonatty. 

• StiifO th# pato of thi ptrson you'rt working with. Allow rhiiiktnB timt. 

i 

• Show rtspt€t« Rtcosnlzt fotltngsr Undtrsfand and acctpt thojstudtnfs In ttnms of thilr own bcickgroundsi vdluoS|t 
monnon, vocqbulary, and aspirations* Thty may bo difftrtntd; 

" • Uovt tht fochntcot {eb of ttaching to tho ttachor. 

• Sludonti who wont atltnflon, dtsttvt it. Watch for ways to givt posttivt attontion. 

Uf/tat €vtt dame ^'tifr^'^^n^ decca^d^ul mlaatce^i^^? 

^|^t« toll tho studtnt soittothtng obout yoursttf and your fomliy. Short txptritncts that may inttrost him. 

2» Call ih# studtnt by nomo at tach opportunity, 

9. Ustin ottintivtly to tho studtnt. 

4. Start whtrt tht studtnt Is succtssful In tho^tubltct malttr and procttd slowly into what ho nttds to Itam. 

K 5* Pralso tht studtnt for tvtn tho sntalltst succtss. 

6, Obstrvo tht total siudtnf and cartfully watch his rtsponsts as you work. 

7« Emphoslzt tht (mportanct of following dirtcllons. 

'I * 

A Major goal^ working with q Sh)dtnt to Causo htm to focus dtttntion on tht task at hand. 

f # Rtmtmbor that tach stsslon Is also a ianguogt txptrftnct with sptaklng^ llsttning, rtading, and writing. 

10« Tht volunlttr should Ittivt tht ttchnicai fob of ttaching to thi ttachtr. Tho valut of tht voluntttr Is to provldt 
tr posttrvo rtlotfonship with tho child, to givt individuatisstd assistanct and to tnrich tht studont*s txptrltncts. 

d* A voluntttr con miprovt humon fiihlion$Mp$» Tht studtnt moy nttd an accepting rtlationshtp, 

A voluntttr can bring now txporltncts for a studtnt to short. You con tnrich tht txptrltncts of tht studtnt 

by building on hfs int^rt<f< cind drvf^fonino ntw and cri»ofivi«» ttnttrneifhnn In r^vnnnHI hU horirant 



IP YOW CANir COMI TO WORK 

Mmm tail Id* MlMtJ «ffi[c« Mrf Imv* • miingi 



IT YOU AM UNHAPPY 




A vtlwilMf iIimM Km fun m»4 flntf Mwimb in rtM 



IP YOU HAVe QUESTIONS . . . " 



• MitiilHry ¥#h«»w iHwittHtr* 

~ •^/•lA ^ -~ — ^ 



% VchMTttr Afitfiimifit 



S««ftifif tMit. 
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RECOGNIZING th« VALUE of EACH CHILD 

as a 

UNIQUE and. INDIVIDUAL HUMAN BEING 
I RESOLVE 

to GUIDE without FORCING, 

TEACH without BELinLING, 

ENCOURAGE without PUSHING; 
To ACCEPT without JUDGING, / 

SUPPORT without SMOTHERING, 

LOVE without SETTING CONDITIONS? 
To free each child to be the self 
God created him to he. 




volunteer services management system project 
Columbus city school ^istrict 

funded by >^ 
Ohio department of education 
title III, esea 
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HANDBOOKS 



fersonal Handbooks for teachers 
have been printed on heavy 
8 1/2 X 11" colored paper. These 
Handbooks have been off-center 
folded to create a tab indexing 
of materials included. Following 
are examples of Handbook materials: 





* 

" ' 1 * 




X * 


* 










• 




40^ Ujru^KUfx* ? 
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MIAt m VOLUNTIsERS DO? . 

* 

Volunteeirs provide many valuable services to the schools. Exactly what they do, 
depends on the school in which they serve and their particular volunteer assignment. 
For example, volunteer activities may be totally child centered in schools which have 
paid teacher aades providing classroom assistance. In schools without aides, volun- 
teer actxvites may involve both instructional work with students"and classroom as- 
sistance xfi supervision and preparation. In all cases, however, volunteer activities 
are directed by the teacher or supervisor in charge. 



VOLUNTEERS HELP WITH INSTRUCTION 

-They help individual students or 
small groups of students with / 
their school work. 
-They share experiences or special 
knowledge with students. 
-They assist with special program 
or club activities. 



VOLUNTEER PROVIDE ADDITIONAL 
SUPERVISION IN AilD OUT OF 
•"IE CLASSROOM 



-They help with playground and 
lunchroom supervision. 

-They help young children with 
coats and overshoes. 

-Tliey help supervise bus board- 
ing and field trips. 




)- 



VOlUNTEERS PROVIDE ^SPECIAL SERvicilfs'* 

-They help students with career 
guidance, educational motivation 
or personal awareness. 

"JJey assist the school nurse. 

-They help in the school libniry. 




U?futt cio. vcLumtucs do P 



VOLUNTEERS PROVIDE CLASSROOM ASSISTANC^ 

"It®^ J^JP ^° supervise scat work, 
. ?P ^° PJfcpare instructional 

materials needed by the teacher. 
-They help teachers keep records. 
-They help with special classroom 

programs and activities. 
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w .to provide needed extra help for individual children 
-to assist the professional staff with non-teaching duties 
-to enrich the experiences of children by using conBiunity resources 

^* 

•*to build better understanding of school problems among members of the community^ 

♦ 

-to stimulate widespread cojwwnity support for education. 

Kdio do ^ 60^ tkanJk^ tjou/f 

Praise and other forms of re- 
cognition are part of the 
volunteer's "pay". Be lavishi ♦ 

Gifts of time and service may also 
be repaid through the volunteer's* 
own sense of achievement. Make 
sure he or she succeeds. 




Discover and use your volunte 
particular talents. 

_ — « -^^\flw U««-^ — — — 




mi4 resl^on^'ibiliiieS f 



Electing to use the serviccjj of a school volunteer is an exciting decision - 
a commitment you have undertaken because you are interested in providing the 
children in your classroom with personalized and enriched school experiences. 
In requesting a volunteer, you are inviting another person to become a part 
of your effort to help children learn. 

To realize the maximum results from using volunteer assistance, however, re- 
quires your involvement and an investment of your time, You will want to 
provide meaningful classroom training for your volunteer. You will need to 
participate in some staff orientation and training to learn to most effec- 
tively use the services of a volunteer. You will want to .plan some time for 
familiarizing your volunteer with the facilities in your building and for 
introducing your volunteer to other teachers who work in rooms near yours. 

It is also important for you to recognize the efforts of your volunteer and 
for you to participate in evaluation activities directed toward constantly 
Upgrading the volunteer services you receive. 



Lie 
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effectively u$c the volunteer's time, there aiust be planninc between the 

A^S^fsLfffoui rf** be kept on each, child or group working with a volunteer. 
uir^hfSlbrllS nflw'" vbiunteer's work*with students so 

these neeS the needs ofgie child and the methods used to meet 



Same o^ Group _ ' ■ . ' ■ ^ - ■ - p^^g 

^^"^ - ' ■ ' - Time 



Skill Needing Work: _ 



Suggested Materials and Techniques:. 



Techniques and Materials Used: 



Rem^ks: (Volunteer Observations) 



I* - A time to talk with the volunteer is important^ Explain- _ 
ing to the volunteer the activities you have 'planned 
along with the procedures and materials you will use 

help your assistant to understand her role in what is 

* • 

occurring in the classroom. 
2» •In addition Jo making the volunteer part of your pre- 
planning^ your guidance and supervision of the volun- 
teer as she carries out her duties can provide valuable 
direction which will enable the volunteer to grow and 
improve in her service. If you and your volunteer are 
both acquainted with the materials and training services 
available through the VSO, yt>u can guide and encourage ^ 
your volunteer ^ seek the knowledge that will help her. 

— (^otcL Une^) ~ — . -5^ — 

3. - Introduce your volunteer to the class and help your 

Students learn to work with the voTunteer* Explain to 

them that Volunteers are people who are coming to 

the classroom to help them. 
- I Your volunteer wants the chance to work with you and 

become a part of your classroom. The knowledge that 

you appreciate the h elp she offers is all the reward 

.the volunteer needs. 




ERJC^^ ^ • 



A simple "thank you" when the volunteer is finished for the day or 
an e:q)lanation of the progress that students have made can mean the dif- 
ference between a happy volunteer and one who may lose interest. 

School volunteers can help to make a difference to many people: 
the individual child, his family, the teacher, and the community. The ' 
benefits are endless — the. success of your personal volunteer experience 
is as limitless as the human energy and creativity that controls it. 

27G ^ * 
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IP SPECIAL AJmANGEMl:NTS/ARE>yECESSARY-. 

K y Mi arc not going to need your volunteer 
a. ler regular tiiie, tell her or the coor- 
dinator as soon as, possible so other plans 
can 6i Mde* « 



IF YOU ARE IMIAPFY.. 



Using the services of a volunteer should 
be renarding^ It should be a fun, happy 
experience. If something is not quite 
tight> talk things over with someone on 
your school team ri%ht away. 

IF YOU HAVE CyjESTIONS 




The Volunteer Services Office suggests three places to get nore infer* 
Mtion regularly: 

-Meetings of teachers and coordinatorls at each school. .^or froii your 
volunteer. 

«Feribdic classes or workshops on a specific topicy such as readings 

^ behavior modification, using audio visual equipnent or one-to-one 
^ tutoring* 

^the imithly volunteer liewsletter. 

Feel free to call the Volunteer Services Office or ask your School tean 
/ for any help we can give in between times. 



Some Possibilities— 



Some teachers have asked for suggestions of what a volunteer might do in the classroom. 
This may be used as a guide for selecting tasks for your volunteer 



TEACHEft 

1» Correct test papers. 

2* Work i^ith arithmetic group. 

3. Grade papers. 

4» Kork with language group. 

5. Work with reading group. 

6. Lead children in action songs. 

7. Give new arithmetic assignments 

and demonstrate problems on 
the board. 
8» Give spelling test. 

9* Work with readers necclxng additionstl help. 

ID. Work with another small group., 

11. Circulate in room helping indivi- 
duals with fractions* 

12* Work with small group in arith-^ 
metic« 

is; Ttke group oUt for Physical Edu- 
cation. ' 

14. Take small group for board work. 

15. Work with a class on equations. 
16^ Prepare for music lessons. 

17. Supervise free reading time, 
m. Work Wfth iinrifticr iTrir|fh«» •»rmm* 



VOLUKTEER 

1. Check workbooks. 

2* Drill another On multiplication. 

3. File materials in folders for 

parent- teacher conferences. 

4. Work with another group. 

5. Work With others oh seat work.^ 

6« Sit on rug and sing with students. 
7* Help individuals at their seats, 
answer questions. 

8. Correct paper* 

9. Give spelling test. 

10* Play word game with another group. „ 

11. Volunteer does the same. 

12. Tike top group in back of room for 

division review. 
IS. Put hext assignment on board and 
correct spelling tests. 

14. Take large group to library for books 4 

15. Prepare materials for next class. 
16* Write reading lesson on 1)oard. 
17. Drill group with flash tards. 

18* Return math papers and go over them 



Uiko c^ui ktip ? 
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RECOGNIZING the VALUE of EACH CHILD 

* Of a - 
UNIQUE and INDIVIDUAL HU/VIAN BEING 
/ I RESOLVE 

# To GUIDE without FORCING, 

TEACH without BELITTLING, 

ENCOURAGE without PUSHING; 
^ To ACCEPT without JUDGING, 

SUPPORT without SMOTHERING, 

LOVE without SEniNG CONDITIONS; 
To free eacb child to be the self 
God created him to be. 
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SCHOOL ADMINISTRATOR'S 
HANDBOOK 



FOREWORD 

The use of school volunteers is not a new Idea^^ but 
the concept of organized r coordinated volunteer ism 
i8« The full potential of volunteer services cktx be 
achieved only by a carefully planned building volunteer 
program which meets the needs of administrator 
teachers, and students in the individual school 
buildings and which organizes and coordinates 
volunteer activities to respond efficiently to 
identified needs in that school building. 
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IWCREAS, tkt Cotumbm PuBUt SchooJU hwt {ound it faene^'CCcaC oviA a pejUod, oi 
meulU yta/u to utiUzt tht AeA.vic.2A oi votutitzeAA, eApzCyiaJUy pnovAjded M^ 
mjmtM oi PoAcnt-TeodieA. Ai60(Uatloni cutd 

WHEREAS, tht Voimttt/i SeAvxee* Vhogfum oi tht CoimihuA Vubtlc. Schooti um 
iomctJUy utabti&hed 1969 iti AeApomt to tht Ktcomzndation o^ tht JurUoK 
ieo^ue and tht Nationat CouncU. oi JmUh (tfomeit that a c&ntJidtLzed oU/jiz be 
cAiatijd undzn tht ImdeMkLp oi Wu, fnanc&i H}kUt, o^ the. VzpMtmznt oi Human 
RtXatioM; and 
f 

WHEREAS, iold VoluntttA Se/LvlceA PAOQfum hoA g/toum iteadUy in Acopt and AtatuAt . 
undtA the. inApOted leadeAAkip oi tiu, iDhitt; and^^ 

WHEREAS, tilt geneAoAlty, undeAAtoivLing, AkUlA, and taJtentA oi Achoot votuntzeAA 
have, bhought a neM) dimzMlon tc educotcon in tht CotimbuA Pubtic SchoolAj and 

WHEREAS, tht uniqut educationat^ and ptnAonal ntejdA oi many AtudtntA can bt met: 
only by votuntteAA; and 

mtBUBAS, AtudentA aJUo bentiit iKom voiMntteAi> laho ptnioHm otheA vUal Aotti in 
ctoAAAxjom and UhKo/vLu and who pfiovidt monitofiial, twtofUaJt, and AptcLal 
AtAvijCJU within. AchootA; and 

WHEREAS, tht AucctiA oi tht VoluntteA SeAvlttA PJiogmn iA dtpendent upon cjonA- 
dUentiauA Achoot admofiAtAatoAi and dLaAAHjootn teojchtfiA, without whoAt AUppofitivt 
{vUltudt and coopeAotian tht pAognam could not exiAt; 

HOU THEREFORE BE IT RESOLVEP: That tht CoimbuA BooAd oi lEducation expfitAA itA 
cxtmendation and dttp appn.tciation to Achoot votuntteAi, to Ufu. Faxxwcca DIhiXt 
and heA StteAing Coimittzt, and to Achoot adminiAtAotoAA and ttachtAi, alt oi 
whom ha.vz played eAAznUal fioteA in ZAtabtUhing and maintaiMing thz VotuntztA 
StAvict Phogfum oi tht CotuthuA PubtAJt SchootA* 

BE IT FURTHER P.ESOLVED: That tht AentimejntA exptieAAzd heAtin bz ApueM upon, thz 
nUnuteA oi thz CotumbuA BoaAd oi Educjotion and commnicjoted to alt volumtzzftA, 
Uaa* itifvUt, membeM oi (m StzeAing Cotmcttzt, Achoot odminiAtAatofiA , and tzachzAA 
In an appAapiUjatz manneA. ^ 
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WHAT SBOUm BE CONSIDBRBD PRIOR TO PIANNING A VOLUNTBBR 
AS8ISTANCB PROGRAH IN YOUR SCHOOI.? 

Bmtot€ a wMsaningful volunteer aaaistance program can be 
planned for an individual building, three very basic 
considerations should be addressed! 

1. The principal and school staff should establish 
specific needs for volunteers. 

2. The principal and school staff need to raalce provisions 
for the creation of a positive school atmosphere for 
using volunteers. 

3. The principal and school staff need to make sure 
there is a place in the school schedule and school 
building for efficiently using volunteer assistance. 

HHAT ARB SOME BASIC REASONS FOR SEEKIfTO VOLiniTEER ASSISTANCE? 

In general the purpose for using volunteer services is to 
fulfill the following: 

1. To assist teachers in providing more individualization 
and enrichment of instruction to their classes. 

2. To encourage the development of meaningfulrand personal 
adult/student relationships which are not possible in 

a regular classroom situation. 

3. To increase children's motivation for learning. 

4. To provide an opportunity for interested community 
members to participate effectively in the school's 
programs . 

5. To strengthen school-community relations through 
positive volunteer participation. 

IfHAT ARB THE QUALIFICATIONS OP A GOOD SCBOOl* VOLUNTEER? 

In general the salifications of an effective school 
" volunteer are as follows t 

A deep dedication to fulfill all the obligations of 
th* position. 

281 



Positive attitude^ interestt and enthusiasm to vork 
with children. 

Ability to work cooperatively with school personnel* 
Adequate communication skills* 
Good health and moral character* 
Flexibility of skills. 
Regularity of attendance* 

KHAT CAK VOLUNTEERS DO? 

Volunteers can provide services in the areas of instruction, 
classroom assistance^ special services, and monitoring 
activities. 

Examples of volunteer instructional assistance: 

1. Assisting with one-to-one help for individual students^ 

2# Sharing experiences or expertise in a subject area 
with students* 

3. Reading stories to a class or group of children. 
Examples of volunteer classroom assistance: 

4. Assisting with classroom chores such as supervising 
seat work or helping with inventories of books and 
supplies* 

5# Preparing instructional materials requested by staff 
including setting up classroom materials (science 
table, etc.) or compiling a picture file for classro6m 
use* 

6. Providing clerical assistance requested by the staff 
including alphabetizing, filing, typing and duplicating 
materials or keeping records of books students have 
read^ 

7* Assisting with classroom enrichment or special events 
such as assisting with homeroom programs and activities 
or assisting with bus boarding, field trips, neighbor- 
hood walks, etc. 

Exan^les of volunteer special services: 

8* Assisting with library operation during the school 

S18 
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d»y, during the lunch hour or before or after achool. 

9. A«»i»ting the gchool nurse in providing the achool 
vith a continually supervised health room. 

Bxamplen of volunteer monitoring activities: 

10. Assisting with playground activities. 

11. Assisting with supervision of special projects 
(helping students with art aprons, mixing paints, etc.) 

Examples of areas in which volunteers may not accept 
responsibility: 

1. Taking charge of a teacher's class. 

2. Transporting children without prior parental consent. 

3. Administering medicine or first aid. 
4* Serving food in lunchrooms. 

5. Having access to privileged information (ex. Psycho- 
logical Clinic or Visiting Teacher Reports) . 

WHAT ARE THE PROCEDURES FOR ESTABLISHING A BUILDING 
VOLUNTEER PROGRAM? , 

The ^Volunteer Services Office provides assistance and 
materials to the individual schools related to 

1) an investigation of the need for volunteer assistance, 

2) presentation of a plan for a meaningful building 
volunteer program, 

3) the assimilation of school volunteers including models 
for recruitment, placement, orientation and training, 

4) provisions for evaluation, review and revision of 
the established program. 

(Specific building plan materials are availaible Upon 
^ request from the Volunteer Services Office.) 

619 
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iraAT ARE THE RESPONSIBILITIES OF THE PRINClPAIi IN 
ESTABLISHING A BUILDING VOLUNTEER PROGRAM? 



It is the principal •« responsibility to assess and 
compile 

1) the needs of staff In the school which can be 
serviced by volunteers, 

J) the interest on the part of the staff for instituting 
an organized volunteer assistance program, ^ 

3) the climate of the school neighborhood for insti- 
tuting a volunteer program. 

Additional areas for principal consideration include 
the following t 

1. Decision, after careful assessment, as to whether it 
appears worthwhile to develop a building volunteer 
program. • «. 

2. Designation of a staff member to fill the role of 
School Resource Person, (The principal mty reserve 
this role for himself.) 

3. Designation of a volunteer to fill the role of school 
volunteer chairman. 

4. Consultation with appropriate representatives of the 
Volunteer Services Office of the Colurnbus Public 
Schools and selected staff and community members to 
design a volunteer r)rogram which meets building needs. 

5. Cooperation with the appropriate representatives of 
the Volunteer Services Office of the Colunibus Public 
Schools and the school staff and volunteers in 
managing the component parts of a working volunteer 
program (recruitment, placement, orientation, training 
and evaluation) . ^'/^ ■ 

6. Participation in ^-Sfiirly Volunteer Services Office 
evaluation of volunteer ^ieirsonnel, programs and pro- 
cedures. 

7. Based on school data provided by the Volunteer Services 
Office, determination of revisions needed for** individual 
school volunteer program. 
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a* Termination of the participation of a voitmteer 
worker vhen it is deemed necessary. 

Q. *1W A SCHOOL VOLUNTBER PROGRAM HAS ALREADY BBBN ESTABLISHED, 
HHAT STEPS COULD BE TAKEN TO COORDINATE THE EXISTING 
* PROGRAMS WITH THE VOLUNTEER SERVICES EPPORT? 

A. THE PIRST STEP HAS ALREADY BEEN TAKEN by becoming 

familiar with the recommendations, procedures and policies 
presented in this School Administrator's Handbook* 

1. Inform the Volunteer Services Office of your program 
with some specifics. 

2. Be certain to register your volunteers with the 
Volunteer Services Office so that they can be included 
in system-wide and city-wide activities. 

3. Peel free to call on the Volunteer Services Office 
Hi for any resource which it may prdvide. 

* 

Q. IP I WANT MORE DETAILED INFORMATION CONCERNING THE PLANNING 
OP A BUILDING VOLUNTEER PROGRAM OR IP I WANT TO BEGIN TO 
PLAN A VDLU^ITEER PROGRAM FOR M5f SCHOOL, »7HAT SHOUID I DO? 

A. The materials presented in this guide are naturally some- 
what abbreviated. If you want to examine the entire 
package for planning and implementing a school volunteer 
program or if you wish to begin to plan a volunteer program 
in your school, please contact Mrs. Prances White of the 
Volunteer Services Office at 225-2664 or Mrs. Linda 
Helgerson of the Volunteer Management System at 444-2113. 
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HANDBOOK FOR 



nrafERVIEWERS OP VOLUNTEERS 



The purpose of this handbook is to provide the interviewer 
with the techniques and skills necessary to conduct a 
worthwhile personal inteirview of the potential volunteer. 

The objectives for training of interviewers are: 

-"-To convey the importanee of the personal 
interviews and its relationship within the 
total operation of "the Volunteer Services 
System. 



-To provide techniques and infortaation to the 
interviewers to assure their success in 
interviewing potential volunteers. 

-To develop interview skills through active 
participation in planned training activities. 

-To develop a training session that meets 
the needs of those being trained. 

The interviewing process has two purposes: The interviewer 
needs to learn as much about the potentfal volunteer's 
skills, abilities, interests and Background as possible. 
The. interviewee will want to know as much about the 
volunteer opportunities available as possible. 

1) The Interviewer, should understand himself : 
-Be aware of his opinions, , convictions, 

preconcepts and attitude/. 
-What makes a good and bad first impression 
-Education, hairdo's, religion, clothing, 
gtammar, colors, social status, aggres- 
siveness, poise, etc. 
-How valid are .these impressions in evaluating 

a person's character. 
-Be honest in judging self. Do not permit 
preconceived opinions or bias to influence 
your evaluation of the prospective volunteerv 
-Be able! to ^ro beyond first impression. ) 



-To convey/ the importance of the personal 
interviews and its effect upon the correct 
placement of volunteers in volunteer programs. 






A succesaful Intervieiyer ia i 
-Able to put others at ease. 

-A good listener, sensitive to other individuals* ^ 
-Able to communicate well. 

-Familiar with philosophy and aims of program* 
-Knowledgeable about all available volunteer jobs. 
-Able to interest the potential volunteer in serving. 
-Perceptive about assessing the best contribution 

the particular volunteer can make. 
-Friendly, flexible, at ease with people. 

Persons who interview should : 

*-^Establish real rapporjb with the volunteer. 

-Secure information about potential volunteer's 
abilities, interests and character. 

-Oive volunteer facta about the aims and functions 
Bt the program. 

-Outline specific volunteer job requirements. 

-Promote jgotential volunteer's desire to give service. 

-Attempt to find an assignment •which fills the needs 
of the program and the volunteer. 

-Be knowledgeable about program, school, per- 
sonalities volunteer will work with. 

General Principles for an Interview : 
•^Keep objectives of the interview in mind. 
-Know your assignments. 
-Be honest with the applicant. 
-Make your questions work for you. 
-Give volunteer a chance to talk. 
-Weigh ^nd evaluate the facts. 
-Give the volunteer a decision* . 
-Be sure to show enthusiasm in your voice. 
-Be friendly and show interest in the person 

being interviewed* 
-Don keep applicant waiting. 
-Be certain to take your time. Don't Hurry i 

Preparations for the Interview : 
-Advance Preparation 

-Review the application foxm 

-There are indicators of the ^applicant * « ' 
abilities, experiences, background, 
res^ionsibilities, time available, etc. 
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-Make a list of all additional information 

needed or that is unclear*! 
-Know as much as possible ajbout your applicant 
before the interview. ^ 
-Make appointments well in advance. 
Physical Arranagements 

-Provide an adequate setting €or the interview I 
that assures privacy and no interruptions. / 
-Allow enough time. 
-Comfortable room arrangements. 

Conducting the Interview : 

The interviewer establishes pleasant associations. 
-Greeting the applicant into office. 

-Greet applicant pleasantly - introduce self 
and call applicant by name. 
-Put applicant at ease by: 
-Offering a chair 
-Taking coat 

-Offering a cup of coffee f 
-Smilimg 

-State how\iappy you are that the applicant is 
consider ing^ volunteer work. 
-The interviewer listens and observes. 

-Gestures, postures, spoken words, expressions, 
inflections, general behavior are all mean- 
ingful communications. 
-The interviewer controls the conversation. 
-Avoids extended tangents of talking. 
-Avoids disturbing topics and harangues. 
-The interviewer guides the questions for the 
purposes and information needed for the 
volunteer program. 

-Check to see that the application is complete. 
-Share with the applicant material about the 
program. 

-Brochure 

-Verbally 

-The interviewer times the interview. 

-Do not hurry through, however, 30 minutes should 
be long enough. * 
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7) Fol loving the proper techniques : 
; -Refrain from take-over. 

, -Smile during interview* 
-Listen carefully - do not anticipat;^ what voltmteer 
will say or ask. 
-Ask open-ended questions. 

-Get applicant to talk freely and fully about things 
, you need to know. 
-Be comfortable during pauses - volunteer is thinking. 
-Encourage volunteer to ask questions. 
-Accentuate the positive. 
-Make applicant feel he is needed. 
-Be sensitive. 
-Describe jobs available. 

8) Collecting the necessary data : 

-Follow questions in interview schedule carefully. 
-List special skills and experiences according to 

code listing in office, 
-Fill out information on work or volunteer experience. 
^Determine preferred volunteer service. Use office 

listing of volunteer services for code, 
-List areas of great need at time, 

9) Conveving information about volunteer programs : 
-Discuss^ program information, 

-Never undersell or oversell job or its requirements. 

10) Closing the Interview : 

-Be sure you have gotten all needed information, 
-Complete interview when you have all the information 
you need, 

-State how happy you are the applicant is interested. 
-Tell interviewee to call if there is any problem 

with the Placement, 
-Ask volunteer to encourage others who may be interested 

to call, 

-State that the volunteer will be notified as 

to placement. 
-Express gratitude for interest in the program. 
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TECHNIQUES USED IN TRAINING 



1) Getting acquainted 

a) In order to get to know others in the training 
session, play a getting acquainted game. 

(1) Trainer arranges chairs in a circle 

(2) The trainer asks each trainee to introduce 
self to the person on his right — 
interchanging names and discussing each 
others role in the school volunteer program 

(3) After a few minutes the trainer interrupts 
the buzz sessions and asks everyone to 
introduce the person on his right by one 
of the following methods 

(a) I am wh^ I am 
I am (name) 

I'd like you to meet my friend 
(name) who (something about person) 

(b) My name is (name) 

I like to ( ) 

I am happy to introduce ( ) 

(c) Many other techniques can be used, 
/ if you have a technique you prefer 

use it: 

i ^ 

2) ! Lecture 

a) Method 

-Using transparencies 
-Using blackboard 
-Using easel 

Listening exercise 
-In pairs 

-Repeat what partner says 
-Paraphrase what partner says 
-Watch role play on situation in an 
interviewing session 
-react 

3) Practice session 

a) Break into groups of three 
-one be interviewee 
-•one be interviewer 
-one be listener 

Listener react 

Change roles until everyone has a chance 
at each job 

4) Question and answer session 
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b) 



b) 

c) 
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SAMPLE 



School Directory 
for 
Volunteers 



Thi« School Directory for Volunteers has 
been written to ai^ the school volunteer 
when starting to locate the school assigned. 

This Directory can prove to be a valuable 
tool. 



A WORD OF WELCOME 



W« arc pleased to wclcom^you as a volunteer 
In the Columbus Public Schools, You offer an 
important contribution to the educational 
program in the classroom. We hope your 
volunteer experience will be pleasant and re- 
warding. 

Superintendent of Schools 



1 
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COLUMBUS PUBLIC SCHOOLS 
DIRECTORY DATA 



1972-73 
SECONDARY SCHOOLS 
Bus Schedule, Columbus Transit Co. - 228-3831 
Adult pay HigH c^;|,^iy| 

546 Buckingham Street 43215 - 228-0050 
Mr* Harold Washburn, principal 

Travel 1-71, Cleveland Avenue exit, keep right to 
Fort Hayes military entrance, turn sharp right. 

Travel East Broad Street, north on Cleveland Ave. 
to Buckingham, east to Fort Hayes entrance. 

filU,: Cleveland Avenue Bus to Buckingham Street, 
(5 squares north of Broad Street) 



Directions to Elementary School^ 
Columbus Schpol District 

AG Bell - (school for deaf and hard hearing) 
1455 Huy Road, 43224 - 267-3163 
Mr* James Card - principal 

Travel to*^3388 Karl Rd., turn east on Kuy to school, or 
Travel to 3311 Cleveland Ave*, turn west on Huy to school 

Bus > Hamilton-Karl Bus to stop nearest 3388 Karl Rd* 

Alpine - 1590 Alpine Drive, 43229 * 888^7030 

Mrs* Ruth Rankin, principal 8:45*llt45 1:00-3:30 

Travel Route 161 to Karl Rd* Travel north on Karl Rd. 
to Alpine Dr* Alpine Dr* is the first street to cross 
Karl Rd* north of 161. Turn east on Alpine Dr*, con- 
tinue on Alpine Drive past Faircrest Drive to reach 
the school. 
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TITLE III, E.S.E.A. 
VOLUNTEER SERVICES MANAGEMENT SYSTEM 

COLUMBUS, OHIO CITY SCHOOL DISTRICT 
OVERVIEW 

In 1973, the Volunteer Services Office of the Columbus 
Public Schools was awarded a three-year grant by the Department 
of Education, State of Ohio, Title III E.S.E.A. Office to design, 
develop, implement and install a management System to utilize 
large numbers of trained volunteers to meet student needs as 
identified by the professional staff. 

To provide some basis for judging the significance of 
this grant, a brief look at the history of volnni-eers in educa- 
tion is relevant. 

The role of the volunteer in education has, even within 

the past decade, undergone a series of developmental changes: 

-Tnitially, volunteer programs were developed from 
concerns voiced by citizens of the community. 
These programs were operated* and directed by 
volunteers, most of whom were women from the 
suburbs. We remember them most fondly as "Ladies 
Bountiful. " 

-Many of these initial programs were so vital and 
well-accepted by the professional school staff 
that they grew. Lady Bountiful was becoming a 
full-time recruiter, trainer and placer of 
increasingly larger numbers of volunteers in 
growing numbers of schools. These programs 
grew and school systems became more amenable 
to direct citizen involvement in schools; full- 
time personnel was hired to better deliver the 
services? and generally speaking volunteers 
began to move in increasing numbers from strictly 
service roles 'into policy making positions. 
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-The next developmental stage is now in the process 
of evolving and, for that reason alone, it is 
difficult to generalize or validate without the * 
dimension of time in which to reflect. However, 
new things are happening. 

Direct and open school-community relations are a 
necessity now more than ever before. Costa of 
providing a totally comprehensive educational 
curricula are prohibitive. Increasing numbers 
of community members are very aware that just 
passively living within the law is not the operable 
definition of "citizen*'. Becoming involved, 
comprehending issues and acting on them are the 
70 's passwords of citizenship. Mosi: significant, 
Tiowever, is the metamorphosis of the phrase, 
"The Youth of Today are the Citizens of Tomorrow'* 
to the loaded question of accountability, "Is 
Education Preparing Our Children?". 

Within this new era, volunteers in ec*ucation have 

acquired a growing significance. In this new arena, the 

volunteer is not a "lady" necessarily. She may be a "he", a 

student, a senior citizen, a neighborhood parent, a business 

leader or the corner grocer. Within this changeover evolve 

new rieeds on the part of volunteers. They want to be "where 

it's at". They must be involved in meaningful efforts in 

identifying and solving problems. Coupled with this new 

involvement e^tists the realization that the tremendous social 

problems plaguing educational institutions can only be solved 

by the personal involvement of citizens willing to assume 



responsibility and make decisions. 
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Incorporated within this framework, the premise of 
the E.S.E.A. Title III Grant was that the Volunteer Ser^'ices 
should provide the mechanism whereby citizens desiring to 
become involved could be linked to schools willing to receive 
and needing the services available through volunteer assistance, 
The Volunteer Services Office was then designated to become 
the meeting ground for the schools and the community to begin 
to solve those issues and problems hindering the educational 
preparation of youth. 

In order to prepare the Office of Volunteer Services 
for this role, the primary goal of the Title III Project Staff 
has been to establish a management or operational system that 
is meaningful and workable at all levels of volunteer services, 

that is flexible enough to handle newly assessed needs, that 

I 

is generalizable enough to operate despite the volunteer prd- 
gram content or school need, that is capable of continuous 
expansion and that serves the needs of volunteers, or profes- 
sionals using volunteers and, most important, of the students 
V themselves. 

A 

\ The mission of the Title III staff, then, was to 

\ 

develop generalizable process models for implementing volunteer 
programs on both city-wide and building levels. To accomplish 

\ 
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thi§ we have called on vast numbers of human resources, both 
in the community and in the schools, and have received not 
only great expertise but also. encouragement . We have tapped 
the vast reserves of human resources and have compiled input 
and ideas from people involved in the community and in t^te 
schools. We have collected, reviewed and analysed tremendous 
amounts of literature from ottier volunteer school programs 
and from a significant number of the national, state and loca 
organisations administering programs which utilize volunteers 

We do not pretend that these materials are ours 
alone. Building on a great wealth of accumulated knowledge 
and experience, we have organised this into a single manual. 
Hopefully, this will provide a process model for the coor- 
dination of school and community efforts and will result 
in a more valuable and realistic education for our youth. 
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HOW TO FACE OP TQ PROBLEMS 



Problem- Solvinqr ; is a process by which individuals, or groups 
define a problem and propose alternative solutions. 

Deci sion-Makina ; is a process by which individuals or groups 
select a solution from ^ number of alternative solutions and 
determine a course of action. 

So you have a problem in your volunteer services program — 
it won't go away — You are losing sleep over it? Let's 
face up to it; 

Problems in volunteer services usually fall into two categorie 
(1) personality clashes; (2) communication problems. 

These problems become compounded by emotions that color the 
way in which problems are conceived. 

Critical Background Factors : 

1. When it is desirable for people to accept a decision as 
"appropriate" before they implement it, these processes 
(problem-solving and decisions-making) should be under-- 
taken by those people affecte^by the problem and its 
solution. 

2. "Decisions" are made at all levels of the program whether 
we realize it or not. Decisions, if made at the "top", 
can be ignored, blocked or poorly implemented at lower 
levels. These actions are the result of "decisions" 
either made intentionally or unintentionally at those 
levels. Thus, the need is to involve all levels in the 
decision-making process at its inception. 

I 

3. Problems-solving is both a rational and an emotional 
process. Feelings should be expressed and dealt with 
when they are relevant to the process. Conflict must 
also be faced and handled creatively if decision-making 
is to be successful. 

4. Problem-solving and decision-^making should be undertaken 
in an orderly, step-by-step fashion. It is important 
that someone in the group help members to be aware of 

2 0 « ) 
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the exact stage of the process they are in and encourage 
the particioation of all members in each phase* Certain 
criteria which must be met by a solution may need to be 
established at this point* 

First Step 

1) Identify the problem by putting the facts away from 
emotions involved • 

a) What is the actual problem? 

(1) Is it a personality clash? 

(2) Is it a communication problem? 

b) Wio are the individuals involved in the problem? 

(1) Is it ^ problem between staff and volunteers? 

(2) Is it a problem between volunteers? 
a) How long has it existed? 

d) Other factors? 
Second Step 

1) Now that you have identified the problem, let's look at 
its background: 

a) How did it actually start — what was the triggering 
incident? 

b) How has it affected other volunteers? ^ 

a) How has it affected staff? 

,d) Could something have been done earlier to prevent 
the problem? ^ 

e) How have you handled the problem so far? ^ 

sou 
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Third Step 

1) Timing is an important factor* The problem should be 

faced up to, appraised and solved as rapidly as possible. 

a) Should you discuss this problem with other staff or 
volunteers? In general, it is better to bring as 
few persons as possible into the discussion of the 
problem. ' i 

b) Is this problem serious enough to bring to the 
attention of the staff person in authority? If it 
is, present an honest statement of the basic facts. 

. Fourth Step , 

1) View the options for solving the problem after identifying 
the problem, looking at the background and considering 
timing. 

a) Where there is only one person involved, consider 
the personality of individual and how best to talk 
with this pe]fson about the problem. Try to see 
how this individual views his or her role in the 
siutation. 

b) When the talk occurs with the individual, be 
willing to: 

(1) Tactfully present the problem as factually 
as possible. 

^ (2) Ask for his or her side of the problem and 

listen carefully . 

(3) Try to discuss together with the individual 
how the problem can be solved (if this is 
possible) . 

*' 

(4) Go over c^lternatives with the individual, 
such as a different assignment, or return 
to the same assignment with a new under- 
standing and consideration. 
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(5) If there is need to give more time for 
exploration or discussion of the problem 
(with the administration or staff), set an 
approximate deadline for a decision with 
the individual concerned. 

(6) If a decision can be reached in meeting with 
the ^individual, do it as tactfully as possible. 

c) Where more than one individual is involved, depending 
on the situation, it may help to first meet with 
each person on an individual basis using some of the 
above points. After meeting with each individual, 

it is usually a good idea to baring those concerned 
together for a general discussion of the problem. 

d) Occasionally, the problem will not involve individual 
personality clashes or communication but may be in 

an area involving poor facilities or scheduling of 
volunteer activities, etc. 

(1) Carefully consider the problem and alternatives 
to handling the problem. 

(2) Sometimes calling together some or all of the 
volunteers in a problem and holding a group 
discussion can be very helpful. 

(3) If it is necessary to take the problem to the 
administration, do your homework well and have 
a well-prepared, succinct presentation. 

(4) Do not be discouraged if the problems of this 
nature are not solved immediately. 

(5) Try new approaches if the problem persists with 
awareness of the right timing to re-present 
the problem. 



Always keep in mind that the 
on the ability to face up to 
to do it* 



success of your program depends 
the problems. Don't be afraid 
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The following Problem- Solving Cycle for Individuals and 
Groups is adapted from materials by Mark A. Frohman. Ph.D. 
R. G. Barry Corp. ' 



Problem 
Finding 



Review the Solution 



Select 5e Implement a Solution 




Evaluate the Solutions 



Clarify the Goal 



Define the Problem 




List Possible Solutions 
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WHY DO VOLUNTEERS DROP (fbT? 



Why do so many volunteers drop out? At a VIE regional 
workshop, presented in 1971 by the Des Moines Area 
Community College's Project Motivate, participants gave 
these reasons: 

Poor placement. 
'Lack of supervision. 

•No guarantee that the volunteer's participation will 
be effective. 

•Long-range potential of volunteers isn't utilized. 
•Opportunities for personal growth could be ^^urtailed . 
'Time, talent and skills were not utilized in a 
useful way. 

•Job ladders were not encouraged, i.e., a volunteer 
who has done an excellent job should be given the 
opportunity of moving up, perhaps becoming a trainer 
of other volunteers. 

Volunteer retention becomes a major concern of all 
volunteer programs ♦ The Des Moines Area Community 
College through a workshop sponsored by Project Moti- 
vate, compiled a list of reasons as to why volunteers 
drop out. This list represents the concerns of many 
people who work with volunteers and the concerns of 
volunteers themselves. 

The Volunteer Services Management System development 
team has addressed its efforts to these concerns in 
an effort to minimize the volunteer drop out rate as 
one means of building a strong, viable volunteer 
program.. 

Poor Placement represents a very real problem and a 
valid reason for a volunteer to choose to not continue 
his job. The volunteer application form recommended by 
the management staff encourages the volunteer to select 
a school or an area in which he wishes to work. Each 
volunteer applicant will be personally interviewed by 
a trained interviewer in an effort to determine what 
the potential volunteer wants to give and to receive 
from the volunteer experience. Prom this pre-placement 
contact^ serious attempts will be made to place vol- 
unteers according to their skills, talents and 
expectations . 
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Lack of Superviflion discourages volunteers who need 
direction to perform their duties. The staffing, 
volunteer and professional, recommended by the manage- 
ment staff offers adequate supervision from the central 
office and the school level. Both the teacher an« the 
volunteer are provided with adequate communication 
channels at the school level. The volunteer can send 
and receive messages through the building volunteer 
chairman and the teacher can send and receive through 
the staff resource person. These communication channels 
feed into the area coordinator and on up to the 
Volunteer Services Office. In addition to the com^ 
munication network, which should encourage positive 
direction and necessary feedback, increased staff, with 
adequate job descriptions and proper training, can not 
only supervise or monitor volunteer activities but can 
also offer and encourage education and training to 
improve the level of volunteer supervision. 

The third concern which came out of the Des Moines 
workshop addressed the problem that there is no 
guarantee that the volunteer's participation will be 
effective. Volunteers giving service time naturally 
need to feel that their efforts have benefitted children 
The management staff recognizes that it cannot provide 
a success "guarantee" but careful teacher training and 
thorough task planning coupled with efficient feedback 
and evaluation procedures provide data which enables 
those individuals and groups participating in volunteer 
management to constantly evaluate the effectiveness of 
volunteer service and to modify or update tasks and/or 
procedures when information received makes change 
advisable. 

Volunteers need to feel that thair full potential is 
being utilized in terms of their time, talent and skills 
and that their long range or growth potential is pro- 
vided for: opportunities for personnel are essential. 
The management system developed provides for meaningful 
volunteer ^experience in terms of utilizing volunteer 
potential in the application form it proposes and the 
interview format it advocates. If volunteer time, 
talent, skills and aspirations are considered when a 
volunteer is placed, the volunteer should be placed in 
a climate which not only allows but also encourages 
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realization of potential. In addition to thoughtful 
and sensitive placement^ extensive thought has been 
given to providing continuing educational opportunities 
for volunteers in many areas ranging from human 
relations and child growth for voluiiteers in many 
areas ranging from human relations and child growth 
and development to planning bulletin board displays 
and operating audio visual equipment. Every effort 
will be made to inform volunteer personnel of training 
opportunities available |:o-them through Columbus 
community organizations, the Columbus Public Schools 
or other educational institutions, 

A final concern expressed by volunteers indicated an 
Interest in the availability of volunteer job ladders • 
Many volunteers need to feel that their successes will 
lead to increased volunteer responsibilities. Many 
opportunities are available to those volunteers with 
ability, interest and time. The volunteer building 
chairman is responsible for helping to coordinate 
building activities, including recruitment, placement, 
orientation and training, keeping volunteer service 
records and facilitciting efficient communication 
. between the Volunteer Services Office and the volunteers 
themselves , 

In planning an efficieft'^t and viable volunteer services 
management system which benefits school children and 
meets the needs of both teachers and volunteers, many 
concerns have been explored and considered in the 
development of the proposed system in an attempt to 
create a plan which works efficiently for all groups 
participating in the volunteer services operation. 
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POTENTIAL PROBLEMS FACING A 
SCHOOL VOLUNTEER OPERATION 



Universal problems that have historically plagued school 
volunteer organizations involve the availability of 
adequate funds and personnel to operate efficiently. 
Educational monies have always been limited and consequently 
it has been impossible for school systems to completely 
fulfill all legitimate requests for educational services. 
It has been difficult to get funds allocated for volunteer 
services classified by some as frills or extras. 

Volunteer services departments have generally begun as 
small operations often manned by strictly volunteer personnel. 
Tilly have been privately funded 'or perhaps have operated 
totally without funds. The number of involved volunteers 
has increased arid the services offered have proven to be 
valuable educational assets which can be measured in 
positive terms. Because of .increased student achievement, 
improved community/school relationships and actual dollars 
and cents service available through usinp volunteers, 
administrative support and financial backing have become 
more available. 

It remains, however, a continuing struggle for volunteer 
services departments to obtain funds and staff to keep 
ahead of growing service programs and increasing numbers 
of volunteers. 

Although the concept of using volunteers in educational 
settings has enjoyed widespread acceptance, the attitudes 
of community mernbers, school personnel and volunteers 
themselves must be.of continual concern to volunteer 
(i organizations. 

Positive inter-system relationships are vital to volunteer 
programs. School personnel on all levels need to be aware 
of the benefits of using volunteers in school settings and 
must want assistance before planning for a volunteer pro- 
gram begins. Communication with school personnel is also 
important. Volunteer services must maintain open lines 
of communication with many different school system 
departments, with program supervisors, with school 
principals, with classroom teachers and teacher organi- 
zations, with the Board of Education, with the PTA and^ 
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many others because the success of many volunteer programs 
or services depends upon t^ese groups. 



Volunteer services is not limited to one department or one 
area. It is involved in some way with almost every facet 
of the school operation. With so many groups related to 
•the volunteer operation, decisions concerning whom to 
contact about a new program or idea or whom to serve when 
numbers of volunteers are limited are often required. 
Because positive relationships and acceptance are important 
considerations, these are often difficult decisions to 
make . 

Positive community/school relationships are also vital to 
volunteer programs. The level of community awareness 
concerning the school system's educational goals and the 
problems that affect the success of these goals promotes 
an understanding of schools and education and encotirages 
the positive involvement of the citizens of the community. 
The school system needs to realistically appraise the 
community serviced by the schools. Understanding community 
attitudes enables school systems to tailor educational plans 
to the community served and to include in this plan realistic 
goals for volunteer assistance programs. 

The larger picture of community school relationships must 
be further supplemented by a study of the individual 
neighborhood school/community relationship. This appraisal 
is unique to each school and the neighborhood served and 
should, therefore, be undertaken locally by those people 
involved. x 

Although effective communication and careful assessment of 
attitudes and needs are vital, they alone cannot assure the 
success of volunteer programs. Meaningful volunteering 
depends upon volunteers. If a needed service involves 
activities not readily accepted by volunteers, then the plan 
simply will not work. Carefully appraising volunteer needs 
gnd assessing what kind of activities are acceptable and 
meaningful to volunteers is imperative. 

Relationships and the realistic plans for volunteers which 
should result from the understanding of these relationships 
affect the community school acceptance of volunteer 
assistajice programs and in many cases pre-determine their 
degree of success. 308 
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If acceptance is the first hurdle for volunteer services, 
organization and management of large numbers of volunteers 
is a second and even higher hurdle* Effective management 
obviously requires some system for directing volunteer 
operations. Because employing any management system depends 
heavily upon volunteer personnel, a system which is simple 
and informal would seem to be most desirable. 

Creating a system which is simple and yet affords the 
completeness necessary to manage the many volunteers who 
are busy accomplishing varied tasks in different settings 
and sitatuions becomes a difficult task at best. Management 
system developers must be constantly aware of the problem 
of creating any management plan which however complete 
becomes so complex and sophisticated that it tends to 
"scare off" those who Would be and are the systems life 
blood — the volunteers themselves. The test for any 
management system form should be "Is it absolutely necessary 
for retrieving, imparting or recording information?". 

Identifying needs for volunteer service involves research. 
Creating questionnaires which can effectively assess and 
prioritize those areas in which volunteer assistance would 
be beneficial requires time and expertise. Mailing and 
collecting needs assessment questionnaires often involves 
significant staff time.^ Analyzing data reporting results 
and making decisions based on the data involve still more 
time for volunteer services personnel. This questioning 
process also requires that busy staff members fill out the 
appraisal form and this activity again asks for time. In 
addition to expertise and time, this very necessary needs 
identifying activity requires the expenditure of some funds 
for printing and mailing. 

Once needs for volunteer assistance have been identified 
and prioritized, volunteer service programs which effec- 
tively address these \ieeds must be created. Program purposes 
goals, measurable objectives and prioritized criteria for 
judging program effectiveness must be acceptable to the many 
similar yet somewhat varied school situations which will 
utilize the services offered. Pre-planning also involves 
establishing definite job descriptions for volunteers and 
establishing criteria for judging the effectiveness of the 
program undertaken. 
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Recruitment problems include finding ways to involve groups 
or individuals heretofore uninvolved, gearing publicity and 
recruitment to many and varied neighborhood audiences and 
combating factors such as the general economy which' flmaaates 
and affects the whole volunteer picture. 

Planning the orientation and training of new volunteers 
requires volunteer services personnel to research and list 
both site and people resources available and to define 
thoroughly the orientation and training responsibilities 
of the school volunteer program, the school staff and the 
program supervisors. In addition to planning meaningful 
orientation and training programs, the volunteer services 
organization needs to encotirage volunteers ^o include these 
sessions in their busy schedules and to realize that each 

meeting ^ pr oposed represent s a por tion of total tim e a 

volunteer has to give. 

Providing for effective monitoring and appraisal of volunteer 
services is essential for keeping track of what is occurring 
in the field, for prox^ding continual information related 
to needs, and for modifying and upgrading services offered. 

Record keeping forms are necessary but busy teachers and 
volunteers often have an aversion to them. Accurate volunteer 
service' records depend upon the willingness of staff and 
volunteers to keep and send in appropriate descriptions 
of volunteer activity. 

Appraising volunteer services often presents a dilemma. 
On one hand, the need for evaluating effectivenss is 
apparent but on tiie other hand, the fear many people have 
of evaluation an^ their dislike of filling out forms or 
questionnaires makes conducting a meaningful appraisal a 
sensitive assignment. 

It is also difficult to come up with a pftictical plan for 
polling students; questioning a large enough percentage of 
students to get meaningful results" involves costly and 
time-consuming procedures and preparing a questionnaire 
for recording. the responses of elementary children is 
practically impossible. 
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In general, it seems wise to attempt to evaluate services 
and not people themselves and to construct questionnaires 
which are as 'short, informal and non-threatening as possible. 

Plans for recognition and retention are often slighted 
'phases in the total planning and implementation of volunteer 
services. Both, however, are extremely important to the 
continued success of volunteer programs established. 
Planned recognition programs can be rewarding for volunteers 
but perhaps the most meaningful recognition is the personal 
thank you of the teacher and the children served. Sincere 
recognition is important but it depends upon the individual 
situation and the people involved. 

The volunteer services organization can plan system-wide 
recognition programs and can encourage building recognition 
but it cannot guarantee the real and sincere personal 
"thank you" which is so meaningful to volunteers. 

Retention of volunteers depends upon a multitude of variables 
ranging from job satisfaction and feelings of usefulness to 
changes in family situations or the economy to plain human 
fickleness, "because ±he reasons a volunteer drops out are 
many, personal and varied, they are difficult to measure, 
record or control. Volunteer services must assume that if 
the volunteer program is important and needed and the 
volunteer has been well placed, that the volunteer will 
wish to continue in the program. 

Volunteer service organizations can develop a meaningful 
^Stem for utilizing the services of volunteers; ito can 
identify needs, pre-plan programs, arrange for the recruit- 
ment, placement, orientation and training of volunteers, 
provide for the monitoring and appraisal of volunteer 
services and encourage recognition and retention of volunteers 
It cannot, however, guarantee the quality of interaction 
between and among people. This very fact makes volunteer 
services somewhat difficult to manage or control but at 
the same time, it is the very essence of volunteering: the 
human experience of people working with people for a common 
goal can create dynamic and vital results. 
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